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INTRODUCTION
FOREWORD -1

Unite the game,
inspire the nation

In a world where change is accelerating at an incredible
rate, the need for effective governance is paramount to
meet the modern-day challenges in our game. Football
is not immune to this change and none of us should

be afraid to embrace it. | believe adoption of this Code
will help us to achieve the success we all strive for and

I would encourage you to consider adopting it to help
equip our game for a brighter, more successful future.

Our national community across grassroots football
includes more than 100,000 teams and as a football
loving nation, there are more than 30 million spectators
and 11 million participants. Football has the power to
inspire and influence societal change. Itis vital that we
are set-up appropriately with exceptional governance
structures: football deserves the very best that we have
to offer.

Given the huge responsibility —and privilege — that
County FAs have in terms of developing, governing and
regulating the game, we have a collective responsibility
to ensure that our governance is ‘gold standard”. This
will help us deliver the best possible outcomes for
football as ultimately, strong governance structures
help organisations address potential shortcomings,
ensuring they benefit from a strong range of
appropriate skills complimented by effective
decision-making structures. This reduces risks,
improves performance and drives long-term
organisational success.

Football is For All. It's a clear statement from The

FA about how diversity and inclusion underpins
everything that we do. It's language that's woven into
the organisation. It's more important than ever that
we have diverse talent shaping thinking across our
organisations; on our Boards, Councils and Executive
teams. Diverse teams bring wider thinking regarding
how we do things how we can relate more effectively
to our participants and our communities and ultimately
improve our performance.

Where does For All fitinto Governance? Firstly, the
benefits of diversity in workplaces are clear and
indisputable. There is a lot of research that evidences

how diverse companies outperform those who aren't.
In my County, Dorset, | have seen first-hand the
benefits of applying the requirements of the Code
and we are certainly a much stronger Association as a
result. With strong governance, we will be in the best
position we can be to ensure we thrive in the future by
serving our participants in the most effective way.

This Code breaks down how our Governance structures
can collectively be aligned to help us deliver Football
For All. It encourages us to shine a spotlight on our
governance and dissect how we are equipped to make
decisions to best serve the game. Elements of this will
be challenging. It requires that we look inward and asks
us to challenge ourselves. It asks that we look forward
and it asks us to make changes. Throughout this self-
examination, itis important that we accept that our
responsibilities are to the game and always seek to
improve what we do.

| am excited about the journey ahead and am sure

you will find this Code an invaluable tool, as | have. |
strongly encourage you work towards achieving the
Code and lead the way for the local governance of sport
in England.

Ave Sude-
Sue Hough

Chair,

National Game Board and
Member of Code of Governance
Steering Group
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INTRODUCTION
FOREWORD -2

Setting a governance
‘gold standard’ that’s
football-specific

At a County FA Chief Executive Officer network meeting
in early 2018, FA and County FA executives undertook
an exercise to look forward and identify what collective
actions were required to ensure County FAs thrive

in the future. Governance was one of the key areas
discussed and it was unanimously agreed that football
deserved the highest possible regional governance
standards of any sport in England. That set the ball
rolling with this piece of work.

Following consultation, a working group was set

up to craft a Code that met this requirement. The
existing gold standard, the Sport England Code of
Governance, was used as the template. The working
group was tasked with adapting this Code so that it

was refined specifically for football and for County
Football Associations, whilst staying true to the

highest possible requirements of the existing Code.

All 58 requirements of the Sport England Code were
analysed, discussed and debated at length. Some
remained, some were adapted, some were removed,
and some new requirements were added. At the end of
many months of work, the new ‘Code of Governance for
County Football Associations' was produced, and it now
contains a total of 65 key requirements.

These requirements are broken down and fall under
five key Principles, as per the Sport England Code on
whichitis based. These are:

o Structure (31 requirements);

o People (15 requirements);

« Communication (4 requirements);

 Standards & Conduct (6 requirements);

« Policies & Processes (9 requirements).
To help County FAs meet these requirements there is
lots of support available, including many documents
and guidance materials in the appendices, support

from FA staff and of course support from one another. |
encourage County FAs to learn from and support each

other as many will be facing similar challenges. The
County FA Code of Governance surgeries provide an
excellent platform for this.

Specifically, at the time of writing, both Wiltshire and
Dorset County FAs have become Code compliant and
will be happy to share learnings from their journeys.
Many other County FAs have set out an objective to be
Code compliant very soon.

The working group was made up predominantly

of County FA representatives, with representation
also from The FA youth council, Sport England and
The FA. The work of this group was overseen by a
steering group. As a member of the working group, |
am delighted to have been a part of this project and
am very proud of this new Code. | pass on my sincere
thanks to all those who contributed. | believe itis a
significant piece of work that will put County FAs into
the strongest-possible positions in terms of building
and executing strategies and operational plans that
deliver the greatest outcomes for football. In doing that,
it will also help ensure County FAs are best positioned
to succeed and to thrive in the future.

The Affiliated Associations asked for a ‘Gold Standard’
Code that is specific for football. | believe that this new
Code delivers on that request. | encourage all County
FAs to embrace and adopt this Code and trust that you
find it a valuable tool.

i

e

5

Colin Bridgford

Chair,

Affiliated Association Committee
and Member of Code of
Governance Steering and Working Groups
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WORKING GROUP

Current members:

« Paul Bickerton
London FA Chief Executive Officer

« Colin Bridgford
Affiliated Associations Committee Chair/
Manchester County FA Chief Executive Officer

« Dal Darroch
The FA Head of Diversity & Inclusion Strategic
Programmes
« Peter Ducksbury
Affiliated Associations Committee/Westmorland
County FA Chief Executive Officer
o Tim Foster
The FA Head of Operations
« Mark Hardcastle
The FA Senior Operations Delivery Manager
« Sam Hobbs
The FA County FA Support Services Manager —
Learning & Development
« Richard McDermott
The FA Company Secretary
« lan Mason
Affiliated Associations Committee/Oxfordshire
County FA Chief Executive Officer
« Roy Northall
Affiliated Associations Committee/Worcestershire
FA Chairman
« Greg Petts
Affiliated Associations Committee/Kent FA Director
o Chris Pringle
The FA Regional Manager (South)
« Oliver Selfe
Chief Executive Officer, Wiltshire FA
* Lynsey Tweddle
Head of Corporate Governance, Sport England
o Arran Williams
The FA Diversity and Inclusion Manager

Former members:
+ Kevin Coleman
formerly FA Equality and Diversity Manager

« Sarah Nickless
formerly Affiliated Associations Committee/The FA
Youth Council

INTRODUCTION
WORKING/STEERING GROUP MEMBERS

STEERING GROUP

Current members:

Colin Bridgford

Affiliated Associations Committee Chair and
Manchester County FA Chief Executive Officer
Dal Darroch

The FA Head of Diversity & Inclusion Strategic
Programmes

Sue Hough
National Game Board Chair and Dorset FA Chief
Executive Officer

Tim Foster

The FA Head of Operations

Mark Hardcastle

The FA Senior Operations Delivery Manager
Richard McDermott

The FA Company Secretary

Chris Pringle

The FA Regional Manager (South)

Phil Smith
Director of Sport, Sport England

Former members:

Mervyn Leggett

formerly National Game Board Chair and
Worcestershire FA Chief Executive Officer
Philip Smith

formerly Affiliated Associations Chair, National
Game Board Member and Kent County FA Chair
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INTRODUCTION
CODE TIMELINE

DEVELOPMENT OF THE CODE - TIMELINE

FEBRUARY 22
2018

CEQ meeting,
discussed
future vision
for County FAs.
10 positioning
statements
derived from
feedback
including the
need for a Gold
Standard to
help County
FAs be more
inclusive and
diverse.

MARCH - JUNE
2018

Positioning
statements
tested against
County FA
Boards,

National Game
Representatives,
National Game
Board members.
Response was
overwhelmingly
positive.

JANUARY -
SEPTEMBER
2019

Steering and
working group
meetings, Code
created using
Sport England
Tier 3 Code as
framework.

MAY 2019

Consultation
and debate at

CEO/Chairs day.

SEPTEMBER
252019

National Game
Board approve
the Code and
encourage its
adoption.

JANUARY 31
2020

The Codeis
launched.

AUGUST 2021

Wiltshire FA
becomes the
first County FA
compliant with
the Code.

OCTOBER
2021

Dorset FA
achieves
compliance with
the Code.
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INTRODUCTION

How to use this Code

On February 22nd 2018 the idea of setting a gold
standard for the regional governance of football in
England was sparked. On the 12th July 2021, Wiltshire
County FA became the first to achieve the County

FA Code of Governance. A huge amount of work has
gone in between these dates to make that happen
and I would like to thank everybody who has been
involved in this project.

I must especially thank Clive Archer and Oliver Selfe for
leading Wiltshire to be the first past the post. Thisisan
incredible achievement and | know Clive, Oliver and the
team are very proud —rightly so — of this achievement.

Most satisfying of all is the feedback | am receiving
from the network about the positive impact they are
experiencing as they achieve various requirements of
the Code. There is a sense of real, tangible, positive,
impactful change. This Code ultimately was set up to
help County FAs be the best they can be —it's great to
see that vision now coming to life.

The Code is specifically for County FAs and it has
been developed with Sport England specifically as a
gold standard of governance at a regional level, and is
accepted by Sport England as a proxy to its own Code
for national governing bodies of sport at tier 3 level.
County FAs are unable to achieve compliance with
the Sport England Code itself. Equally, County FAs
with charitable status are recommended to achieve
compliance with this bespoke Code for County FAs.

The term ‘BAME' is used in this document. The FA
recognises that some people feel this term is now
outdated. The FA intend to reduce future usage of this
term wherever possible so we are specific about the
ethnicity group(s) to which we refer.

This document includes:

Model Articles of Association: \We have worked with
Northridge Law to create a new set of Model Articles of
Association. These are compliant with The FA County FA
Code of Governance and can be found in Appendix 1.

Outline of the Five Principles: An overall explanation
and why each Principle is important.

Definitions: Page 16 contains a list of definitions of
key terms.

The main Code, which starts on page 17, is then
broken down as follows:

The Five Principles

These break down the key themes under which the
requirements are detailed, and for each Principle
we explain why it is important. As you'll see, each
Principle has been given a different colour, to make
navigation easier.

The Requirements

The requirements break down a set of actions that ensure
each Principle can be met. There are 65 main requirements
intotal. Each requirement is highlighted in the colour we
have given each Principle and are in number order. All
requirements must be met in order to achieve the Code,
unless dispensation is provided.

The requirements are not listed in any order of
relative importance.

Commentary

The requirements are explained in full detail in a
commentary. The commentary is intended to clarify
the details of the requirements and eliminate any
grey areas or potential confusion.

Tools/resources

Where relevant, each requirement signposts you
to tools and resources to help guide you. These are
usually in the form of Appendices to this document,
but occasionally point to third-party resources.

The Code has been updated. Page 468 details the
amendments made to the original document.

For any further clarity on any elements of this Code or
the supporting materials, please contact your Regional
Manager, Senior Operations Delivery Manager or the
Head of Operations. We know many of you are close
to achieving the Code and you have our full support in
helping you along this exciting journey.

Next steps

This Code will be reviewed throughout the 2021/22
season to ensure it still serves as a proxy for the
updated Sport England Code that is expected toward
the end of 2021. Further information on this will
follow. Inthe meantime, nothing changes in terms of
the requirements.

O ——T = ™
T, e F, -

Tim Foster

Head of Operations,
The FA

LOOKING AHEAD

Once a County FA has been
assessed against the Code, and
is deemed to be compliant, the
logo on the left will be issuedin
digital and print-ready artwork
forms. It can then be used on
County FA external and internal
communications channels, as
appropriate.
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INTRODUCTION

Code of Governance Compliance
Framework process

The flow chart below details the process a County FA
should follow when seeking compliance with the Code
of Governance. All of the work at this stage should be
focused in the County FA's Compliance Framework
smartsheet. There is no need for any further updates
or amendments to the self-assessment smartsheet.
That process is now complete and provided an initial
(untested) position against the Code’s requirements
and began the action planning process. County FAs are
advised to work with their Regional Manager to upload
evidence against the requirements. This can be done in
any order, working in small batches to chunk the work

County FAs completed the
self-assessment sheet in
2020

and to align the process to natural County FA workflows
such as Annual General Meetings and Board meetings.
Please indicate on the smartsheet if you consider

a piece of evidence as met, upload any supporting
evidence, and your Regional Manager will review this
with you. Once this is completed for all requirements
and they are reviewed as ‘met’, your County FA's
application for Code compliance will be forwarded to
the National Game Board Project Board for review and
approval. Your County FA will then be invited to present
this to the Project Board where compliance will be
awarded if everything is in order.

Action Plan for County FAs to be
Code compliant based on their
declared completion date

County FA SMART
Action Plan

Post-award
presentation to
showcase County FA's
achievement

Code of Governance
awarded

Project Board assesses
application and tests
arandom sample of
requirements

Project Board Sign off

County FA offers best
evidence and indicates
when each requirement
is ready for review

Collate evidence in
County FA compliance
smart sheet

RM signs off evidence
as met or If NOT met,
actions identified

Test Evidence with
Regional Manager

Peer review when County
FA evidence is 100%
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INTRODUCTION

The Five Principles of
Good Governance

PRINCIPLE 01: STRUCTURE (31 REQUIREMENTS)

County Football Associations shall have a clear and appropriate governance structure, led by a Board which is
collectively responsible for the long-term success of the Association and exclusively empowered to lead it. The Board
shall be properly constituted, and shall operate effectively.

Why is this important?

The right governance structure with decisions made at the right level enables the best decisions to be made to drive the
success of the Association.

Having an appropriate governance structure demonstrates to all stakeholders that the Association is well managed.
This is key to winning the confidence of staff, suppliers and potential investors and also provides a framework for the
Association’s growth and development.

PRINCIPLE 02: PEOPLE (15 REQUIREMENTS)

County Football Associations shall recruit and engage people with appropriate diversity, independence, skills,
experience and knowledge to enable effective decisions that further the Association’s goals.

Why is this important?

Diverse, skilled and experienced decision-making bodies which contain independent voice and engage in constructive,
open debate enable good decision-making.

PRINCIPLE 03: COMMUNICATION (4 REQUIREMENTS)

County Football Associations shall be transparent and accountable, engaging effectively with stakeholders and
nurturing internal democracy.

Why is this important?

Being responsive to members, participants and stakeholders, understanding their interests and hearing their voice
helps shape the Association’s governance and strategy. Transparency about why the Association exists, what it is
trying to do, how it is doing it and with what results empowers stakeholders by giving them the information about the
Association that they need to know.

PRINCIPLE 04: STANDARDS AND CONDUCT (6 REQUIREMENTS)

County Football Associations shall uphold high standards of integrity, and engage in regular and effective evaluation to
drive continuous improvement.

Why is this important?

Having the right values embedded in the culture of the Association helps to protect investment and enhance the
reputation of the Association, earning stakeholder trust. Constantly seeking to improve makes an Association swift
to respond to new challenges and opportunities, reducing risk and maximising performance.

PRINCIPLE 05: POLICIES AND PROCESSES (9 REQUIREMENTS)

County Football Associations shall comply with all applicable laws and regulations, undertake responsible financial
strategic planning, and have appropriate controls and risk management procedures.

Why is this important?

Understanding the legal environment and having in place appropriate financial and other controls help mitigate risk
and enhance stakeholder trust.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 15
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INTRODUCTION

Definitions

On this page, the words ‘organisation’ and ‘Association’
refer to the County FA.

The following are definitions of key terms which are
used in this Code.

Board — this means the organisation’s governing bodu.
This may be called the Board (or Board of Directors or
Board of Governors), the Trustees, the management
committee or some other name. It is the body with
overall and executive responsibility for governing
the organisation, overseeing and controlling its
management. This Code uses the word ‘Director’ to
mean members of the Board (i.e. the organisation’s
governing body), and therefore should be interpreted
as such, regardless of what the organisation calls
them.

Co-opted — a Co-opted Directoris one who is
temporarily appointed as such by the Board
outside of the customary appointment process in
accordance with Requirement 2.5.

Council —a body forming part of the constitutional
or Associational structure of the Association,
representing some or all of its stakeholders in some
capacity, and having powers or rights with respect
to its governance, but which is not the Board of the
Association (or a committee of the Board) or the
shareholders in general meeting. A body will be
treated as a Council for the purposes of this Code if it
fulfils this definition, regardless of the name given to
it by the Association.

Ex Officio —a person holds a position (e.g. as a
Director or committee member) ‘ex officio’ if they
do so by virtue of some other office they hold, and
their position is therefore wholly dependent (and
conditional) on them continuing to hold that office.
For example, a Chief Executive Officer who is on the
Board in an ex-officio capacity will automatically
step down from the Board upon resignation as Chief
Executive Officer.

FA Representative — the person elected or appointed
by the Association to represent the Association
on the Council of The Football Association. When
selecting its representative, the Association shall be
required to abide by any eligibility criteria as shall
be put in place by The Football Association from
time to time. By virtue of being on the FA Council,
the representative might also be involved in various
committees, making decisions that help to shape the
game. The representative should be able to represent
the views of the Association at FA Council meetings
and also act as an effective communicator between

the Association and the Football Association and will
be required to comply with the Code of Conduct for
FA Council members.

Independent — a person is independent if they are
free from any close connection to the Association
and if, from the perspective of an objective outsider,
they would be viewed as independent. A person may
still be deemed to be ‘independent’ even if they are
amember of the Association and/or play the sport.
Examples of a ‘close connection’ include:

(@) Theyare or have within the last four years
been actively involved in the Association’s
affairs, e.g. as a representative of a specific
interest group within the Association;

(b) Theyare or have within the last four years
been an employee of the Association; or

(c) Theyhave close family ties with any
of the Association’s Directors or senior
employees.

Nominated Directors — Directors whose appointment
to the Board arises from provisions in the articles of
association of the Association permitting the election
or nomination of Directors by the Association’s
membership, Council or by particular stakeholders.

Retrospective term limits — the Code does not
currently require the prior service of incumbent
Directors to be included in the calculation of their
maximum term limits, although the Association
may choose to do so. However, if you wish to
introduce retrospective term limits in the future, we
recommend that the effective date for calculating the
prior service of a Director should be September 2019
(being the month in which the Code was approved by
the National Game Board).

Senior Independent Director — an independent
Director who is appointed as such by the Board, and
whose responsibilities include:

(i)  Providing a sounding Board for the Chair;

(i)  Serving as an intermediary for the other
Directors when necessary;

(i)  Acting as an alternative contact for
stakeholders to share any concerns if
the normal channels of the Chair or the
Association’s management fail to resolve
the matter or in cases where such contact is
inappropriate; and

(iv) Leading onthe process to appraise the
performance of the Chair.

CODE OF GOVERNANCE FOR COUNTY FAs | Page 16
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THE PRINCIPLE:

County FAs shall have a clear and appropriate
governance structure, led by a Board which is
collectively responsible for the long-term success

of the Association and exclusively empowered to lead
it. The Board shall be properly constituted, and shall
operate effectively.

WHY IS THIS IMPORTANT?

The right governance structure, with decisions made
at the right level, enables the best decisions to be
made to drive the success of the Association.

Having an appropriate governance structure

o1 BN

STRUCTURE

More often, businesses want to partner with
organisations that can evidence strong Governance
structures, as in doing so this can reassure businesses
that they will be minimising their risk of being
potentially exposed to scenarios in the future that
could not only endanger the reputation/brand of the
Association, but of the partnering business.

Businesses are turning more and more to partners
who can evidence not only good decision-making
but inclusive and diverse organisations and cultures.
Evidencing this s likely to become more and more
important in terms of building and maintaining
such relationships.

demonstrates to all stakeholders that the Association is
well managed. This is key to winning the confidence of
staff, suppliers and potential investors and also provides

a framework for growth and development.

CONTENTS PAGE
Boards 20
Councils 24
Board Size and Composition 29
Term Limits 32
The Chair 34
Independent Non-Executive Directors 36
Board Conduct 38
Board Meetings 39
Board Committees 40
Youth Council 45
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PRINCIPLE 01: STRUCTURE

REQUIREMENTS AND RESOURCES

BOARDS

Requirement 1.1

The Board of the Association shall:

(@) be the ultimate decision-making body and accordingly exercise all of the powers of the Association;
(b) beresponsible for setting the strategy of the Association; and

(c) maintain and demonstrate a clear division between the Board's management and oversight role
and the executive’s operational role.

Part A:

One of the key purposes of the Code is to help County Football Associations ensure that they make the

best decisions. It is now widely accepted that having an effective Board is important to the success of any
organisation, and this Code accordingly places emphasis on Boards, starting with the requirement that the
Board of the Association has appropriate authority: Directors are collectively responsible and accountable for
the long-term success of an Association and, as such, it isimportant and appropriate that ultimate authority
rests with the Board.

Members of the Association (i.e. the legal members —in the case of a company limited by guarantee, for
example, this means the members of the company whose names are entered into the company's register of
members) also have an important role to play in governance, and the requirement that the Board has ultimate
authority does not override or supersede the powers of such members under law.

Matters reserved to the Board often include:

« Approval of the Association’s strategy (see Requirement 1.1(Part B) and the commentary on it below);

« Approval of the long term financial plan and annual budget;

« Monitoring delivery of the strategic plan and objectives;

« Periodic review of the financial plan and performance against annual budget;

o Ensuring legal and regulatory compliance as required;

o Periodic review of major risks;

« Discussion of, and engagement with, stakeholder proposals and concerns; and

« Aprocess to identify areas where the Board may be assisted by further education and training.

o Itisexpected that the Board will discuss each of the above at least annually (and more frequently
if necessary).

« Inpractice, the Board may delegate some responsibilities to committees or other groups but choose to
retain certain matters for its attention only. It is important to understand that ultimately, accountability
lies with the Board and accountability cannot be delegated. Requirements 1.23 to 1.28 discuss
committees in more detail.
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BOARDS

Requirement 1.1 cont'd

Part B:

Itis important that the Board has the authority to set the Association’s strategy but it is likely that in order to
do so effectively, the Board will need to draw on, and consult, a range of stakeholders (the commentary to
Requirement 3.3 notes that a stakeholder is ‘any person or group who has an interest in the Association or is
affected by its actions’).

Best practice suggests that the Board should set a rolling three to four year strategy for the Association which
outlines its key long term objectives and the strategies being implemented to achieve them. This will be
aligned to the National Game Strategy in place at the time. However, as one National Game Strategy comes
towards an end, it is important that the Board continue to plan ahead and do not wait for the new Strategy
guidance before commencing any planning.

From this strategic plan, an annual business/operational plan is developed by the executive of the Association,
which outlines the key tasks to be undertaken to contribute to the achievement of the strategic objectives.
The Board will agree with The Football Association key performance indicators and secondary measures to
monitor the achievement of the strategic plan and business/operational plan objectives, with responsibility
for achievement of the objectives, tasks and key performance indicators allocated to specific committees,
employees or volunteers.

The responsibility to set the strategy also extends to keeping it under review, and it is recommended that the
Board reviews it at least annually.
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BOARDS

Requirement 1.1 cont'd

Part C:

Associations have an executive or management team which has responsibility for the day-to-day running of
the Association and which is accountable to the Board.

Some Associations may only have a small number of staff and perhaps one or two senior executive positions.
In this case it is stillimportant to ensure, as far as possible, there is separation between the operational
responsibilities of staff and the strategic role of the Board.

To enable the Board and the executive to perform their respective functions effectively it isimportant that
the responsibilities of each are clear and understood by Directors, senior executives and others within the
Association. As well as a list of reserved matters (see Requirement 1.1 (Part A) and the commentary under
it); the Board should consider putting in place a list of delegated authorities covering both financial and non-
financial obligations of the Board and the Board members.

Boards are non-executive (with the exception of the CEO or equivalent being appointed onto the Board in an
Ex-Officio capacity) and non-operational. It is important that the Board understands that the Executive team,
led by the lead Executive (CEO or equivalent) are free to deal with day-to-day operational matters without
interference from the Board.

Boards may wish to consider the extent (if any) to which members of the Board or Council (if applicable)
are able to liaise directly with the executive outside of the formal procedures, and whether any such
communication should be reported to the Board for their record and information.

Where Associations have a Council, the role, responsibilities and decision-making rights of the Council are

to be clearly defined. It is important that the Board are able to make decisions regarding the financial and
operational elements of the business, where the Council can enjoy constitutionally derived powers to regulate
the game. This is often referred to as “Business matters” (Board) and “Football matters” (Council). Where an
Association does not have a Council, but has other committees with delegated authority or constitutionally
derived powers, the same Principle applies.

Adherence to this Code will ensure that the Board contains the right skills to deliver the capability to make
sound decisions regarding these business matters.

Tools/Resources

« See Appendix 2: Example of Authority Scheme of Delegation

+ See Appendix 3: County FA Board of Directors’ Handbook Index — Template
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Requirement 1.2

All Directors must act in the best interests of the Association, and in a manner consistent with their
legal duties.

Directors should act with this in mind when contributing to Board discussions and decisions. It is recognised
that nominated Directors may be appointed to the Board by the Council and as such may provide a useful
conduit between the Board and their ‘constituency’. However, their duty to act in the best interests of the
Association (as a whole) is paramount. This responsibility would ordinarily be explained to Directors as part
of the appointment and induction process (see Requirements 2.11 and 2.12) and followed up by the Chair if
necessary. It may also be reflected in the Directors’ Code (see Requirement 4.4).

Tools/Resources

« See Appendix 3: County FA Board of Directors’ Handbook Index — Template
¢ See Appendix 4: Companies Act 2006 - Duties of a Director
+ See Appendix 5: Example of Director and Council Member Code of Conduct
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Requirement 1.3

A Council shall not be able to override the Board, but may have reasonable rights to consultation and
constructive challenge (see Requirement 1.1 (Part A))

A Council is defined as: ‘a body forming part of the constitutional structure of a County Football Association,
representing some or all of its stakeholders in some capacity, and having powers or rights with respect to

its governance, but which is not the Board of the Association (or a committee of the Association) or the
shareholders in a general meeting’. The definition also notes that a body will be treated as a Council for the
purposes of this Code if it fulfils this definition, regardless of the name given to it by the Association.

This Code does not offer any opinion nor recommendation as to whether a County Football Association should
have a Council or an alternative structure, this is for the Association to determine.

Not all County Football Associations include a Council within their governance structure. However, where they
exist they often act as the conduit for the members' views, and can therefore play an important role in ensuring
healthy democracy within the Association (see also Requirement 1.1 (Part A)).

It is for the Association to determine the role of its Council within the parameters set by this Code. However, the
reasonable rights to consultation and constructive challenge that a Council may have in fulfilling its role as a
conduit for the views of the wider sport could include:

« Anaudience with the Chair of the Board;

« Anaudience with the Board as a whole;

o The power to call a meeting of the members;

« The power to put resolutions at a members' meeting;

« Theright to be consulted on the development of the Association’s strategy and any major strategic
decisions which affect football;

« Providing a forum for debate among stakeholders;
+ Acting as a ‘sounding board’ for the Board and providing advisory opinions as and when appropriate;
« Providing a pool of candidates to fill certain positions; and

» Acting as an ambassador to disseminate the Association’s strategic vision, helping to ensure that all
stakeholders understand and support a shared vision for the development of football and of their
respective Association.

An Association may wish to consider undertaking periodic evaluations of;

« lts Council's role, rights and effectiveness; and

« Whether it represents fairly the participant and stakeholder landscape of the sport: see also
Requirement 3.3 which requires Associations to develop a strategy for engaging with its stakeholders.

This evaluation can help the Association to decide whether its Council is serving the Association and its
stakeholders well, and take any necessary steps to address any areas of weakness that are identified. In
accordance with the Principle of transparency, the Association may decide to publish a summary of the
conclusions of this evaluation process, and the resultant steps planned and/or taken, on its website.
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Requirement 1.4

Where Councils are permitted to appoint Directors, such appointments shall reflect not more than one
third of the Directors.

By promoting Boards with skilled, diverse and independent opinion this Code seeks to ensure better informed
and more rounded decisions. Striking the right balance between those who have an intimate knowledge of the
sport and those who bring experience from outside is also important. All Directors should, however, act in the
best interest of the Association, as set out in Requirement 1.2,

If one third is not a whole number, then this should be rounded down for the purposes of calculating the
maximum number of Directors who may be appointed by the Council.

Requirement 1.5

A Nominated Director shall not be considered an independent Director and must be non-executive.

A Nominated Director is defined in ‘Definitions’ on page 15 as a Director ‘whose appointment to the Board
arises from provisions in the articles of association of the Association permitting the election or nomination
of Directors by the Association's membership, Council or by particular stakeholders'. This description means a
Nominated Director does not meet the definition of independent.
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Requirement 1.6

Council members may hold office for a maximum of either two, four-year terms or three, three-year terms.

Although the application of Council term limits is encouraged, it is, as per other areas of this Code, up to the
Association to decide which elements of this Code are applied.

Term limits ensure a periodic injection of new people and ideas and provide an opportunity to refresh the skills
base of a Council to suit its purpose. This may be important in terms of succession planning, particularly if the
Council appoints Nominated Directors to the Board. Establishing term limits for Council members will also open
up opportunities for new or younger members to become actively involved in the administration of the game.
Itisimportant that the Council is collectively, and proportionately, representative of football being played

in the County, and term limits help create a focus on understanding how to attract new individuals into the
Council structure to support this representation. Without term limits, it is a risk that the Council could become
less representative of the membership, especially in times of change of that membership group.

Itis understood that it is challenging to attract a younger volunteer workforce onto organisations such as
Councils, however it is possible if consideration is given to adapting how Councils function, in order to make
them more appealing to a younger generation. Term limits will help Associations prioritise their planning in
how to make this possible.

The Association may also wish to consider whether it needs to improve other aspects of diversity on its
Council and if so how it will achieve this, for example by implementing and publishing a plan to achieve greater
diversity on the Council and reporting publicly progress against it.

The Requirement sets maximum term limits: Associations may find it appropriate to set shorter individual
terms (e.g. of two years) which can be repeated subject to the maximum limit of eight or nine years set outin
the Requirement.

Term limits are not required to be set retrospectively at the point of introducing this Code; however although
not a requirement they could be applied retrospectively if the Association chooses to do so.
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Requirement 1.6 cont'd

Term limits will not apply to committee members where a committee structure exists in place of a Council (this
does not apply if a committee structure runs alongside a Council, with Council members being placed on the
committees. In this case it is the Council term limits that apply).

It is appreciated that Council Members are volunteers who willingly give their time in the interests of running
the game and it may be the case that the organisation with the right to appoint a Council Member may find

it difficult to find someone to replace the incumbent when he/she has reached the end of his/her term. In
these exceptional circumstances, when no-one else can be found to represent that particular organisation on
Council, and where they are willing to do so, the Association may decide to extend the incumbent’s term by a
single additional term. In such circumstances we would expect the Association to work with the organisation
toidentify opportunities to appoint a new representative at the end of the additional term. This means that a
Council member could potentially serve for a maximum of 12 years.

Term limits will apply to any other body to which stakeholders have a right of appointment even if this body is
not called a Council.

If a council member is appointed as a Board Director, that member may remain on Council in a non-voting,
non-representative capacity when he/she reaches the end of his/her Council term for as long as they remain a
Board Director. The term as Board Director starts at zero regardless of term spent on Council, as the Director will
become an Ex Officio Council Member. Despite these limits, this means a Council member could serve for 9 years
on Council, with a potential extra term of another 3 years, then 9 years on the Board, with an additional term of 3
years if appointed as The Chair of the Board or onto The FA Council, which would be a total of 24 years.
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Requirement 1.7

In accordance with Principles 03 and 04, Councils must act with integrity and be transparent in their
workings.

Acting with integrity and in a transparent manner are key elements of this Code. To demonstrate compliance,
Associations with Councils should consider carefully how these Principles apply to their Councils. To assist,
they may find it helpful to refer to the Requirements of Principles 03 and 04 of this Code in order to formulate
relevant policies and procedures. Examples include:

Integrity

« The requirement for a code of conduct for Council members (see Requirement 4.4 by way of
comparison); and

» Proactive management of conflicts of interest (see Requirement 4.6 by way of comparison).

Transparency
Publication of (Publication on the Association’s website is recommended):

o Anexplanation of the purpose of the Council;

o Council meeting agendas and minutes;

o The Council members’ code of conduct;

« Councilmembers who are in place from time to time;

o Anexplanation of how members are elected onto Council;
o Any conflicts of interest of Council members; and

« The outcome of any evaluation of the Council together with the resultant steps taken or to be taken
(see the commentary to Requirement 1.3).

Tools/Resources

« See Appendix 5: Example of Director and Council Member Code of Conduct
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Requirement 1.8

Where an individual no longer represents a stakeholder on The Council but is able to attend Council
meetings in an honorary capacity, he/she shall not be able to vote.

Representatives of Council must all be representative of a particular stakeholder (e.g. a club or league). Those
on Councilinan honorary position are not eligible to vote.

Requirement 1.9

The Board shall be of an appropriate size to:

(@) Meet the requirements of the Association;
(b) Have the appropriate balance of skills, experience, independence and knowledge;

(c) Manage changes to its composition (including that of its committees) without undue disruption;
and

(d) Promote an open dialogue amongst the Directors.

An appropriate Board size allows for full and frank discussions amongst all Directors, while balancing the need to
have varying and diverse opinions, achieved by a membership with a balance of skills, experience, independence
and knowledge. If the Board is too big, it may be too unwieldy to make effective decisions. If too small, issues of
continuity may arise when vacancies occur and it may be difficult to achieve the required range of skills.

Itis for the Association to determine the appropriate size for its Board, having regard to the factors set out
above. The following Requirements are also relevant to this:

« Requirement 1.10 below which says that the size of the Board shall not exceed twelve unless agreed with
The Football Association. It is not mandatory to have a Board of twelve, and Associations should consider
whether a smaller Board would be appropriate for them, bearing in mind the above factors; and

« Requirement 3.4, by which County Football Associations must have a strategy for engaging with their
stakeholders. A full understanding of the Association’s stakeholder landscape may inform the composition
ofits Board (and it's Council, if it has one).

Requirement 1.10

The size of a Board should not exceed twelve persons.

The Football Association expect an Association to be able to meet Requirement 1.9 with a Board size of twelve
or fewer. A temporary increase in size may be appropriate if it would assist in succession planning.
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Requirement 1.11

Each Association must maintain an up-to-date matrix detailing the skills, experience, independence
and knowledge required of its Board.

One element which enables a Board to constitute itself properly and perform effectively is knowing which skills
are required to deliver and oversee the Association’s strategy, and then securing these skills through the Board
appointment process. Requirement 2.4 is clear that all Board appointments should be skills-based.

The skills matrix should clearly set out the skills required of the Board and include an assessment of the current
position. Any gaps can then inform the preparation of the role description and person specification for any new
Director which the Association is seeking to appoint. This assessment also enables the Association to have

a clear picture of the skillset of its current Directors and draw on this experience as necessary when relevant
matters arise, and to assess training and development needs.

This skills audit is to be conducted as a minimum every three years as continual self-assessment could result
in blind spots developing. It is recommended that this is conducted independently to avoid blind spots in the
process.

The requirement states that the skills matrix must be kept up-to-date. The Board should therefore review and
if necessary amend it from time to time (it is suggested annually), and it may be convenient to undertake this
review alongside the annual Board evaluation (see Requirements 4.1 and 4.2).

Tools/Resources

¢ See Appendix 7: Link to template Board Skills Audit in MS Forms
« See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow
« See Appendix 51 Independent Non-Executive Director Role Profile

« See Appendix 52 Independent Non-Executive Commercial Director Role Profile

+ See Appendix 53 Independent Non-Executive Human Resource Director Role Profile

Requirement 1.12

No one individual on the Board may have the unfettered ability to take a decision.

A Board’s terms of reference will normally include a provision that ensures a certain number of people
(aquorum) isrequired in order for a decision to be made. In determining this number, it is helpful to consider
what would work from a practical viewpoint given the size of the Board. However, to avoid a situation where
one individual is able to unduly influence or make a decision, this should, at the least, be greater than one.

If authority is delegated to an individual by the Board then the terms of the delegation should be clearly
and fully recorded.
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Requirement 1.13

If a member of the executive management of the Association (e.g. the Chief Executive Officer
(or equivalent) or Senior Finance Officer) is appointed to the Board, then they may only be appointed
in an Ex Officio capacity.

Some Associations may determine that it is appropriate for a member of its executive or senior management
team to be a Director because of the way the Association operates and the knowledge, experience or insight
brought by that role (see definition of ‘Ex Officio’ in the ‘Definitions on page 15). In these circumstances, the
appointment relates to the role rather than the individual and if an individual ceases to be in that role, they
should also cease to be a Director. As a vacancy arises the Association may take the opportunity to consider
if it is still appropriate for the Ex Officio position to be a Director based on the skills and knowledge required by
the Board.

Itis recommended that CEOs (or equivalent) are on the Board in an ex-officio capacity although thisis not a
mandated requirement. Benefits of this include:
« Theability of the CEO to ensure the Board are well informed on operational matters;

« Anability for the CEO to challenge the Board if they are becoming too operationally involved
(see Requirement 1.1C); and

» Areducedriskin alack of clarity of matters being delegated to the CEO (or equivalent) by the Board.

Tools/Resources

¢ See Appendix 9: County FA Chief Executive Officer Role Profile - Template

+ See Appendix 10: County FA Finance Director Role Profile - Template
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Requirement 1.14

Subject to the exceptions set out in Requirement 1.15 below, a Director may serve on the Board for a
maximum of three terms of three years.

Term limits ensure the Board benefits from a periodic injection of new people and ideas and that power is not
perpetually concentrated in one group. Terms limits also enable a Board to recruit the right skills at the right
time to suit the strategic objectives of the Association. In a broader sense, term limits can also enlarge the
group of people who promote the Association as former Directors leave but continue to speak positively about
the Association.

The term limits required by this Code are not required to be applied retrospectively, although Associations may
wish to apply retrospectively*. For those Associations choosing not to apply retrospective Board limit terms in
full, the application of partially retrospective limits is encouraged.

* Associations wishing to be fully compliant with Tier 3 of the Sport England Code will need to adopt retrospective term limits.

Requirement 1.15

The exceptions referred to in Requirement 1.14 are as follows:
(a) ADirector may serve on the Board for a maximum of twelve years if appointed as Chair of the
Association or if appointed onto the FA Council;
(b) A Director appointed in an Ex Officio capacity may serve on the Board for the duration of their
holding the relevant office; and
(c) Inexceptional circumstances (for example to assist succession planning), a Chair or Director may
hold office for a further year.

Part A:

If an individual holds a position as Chair of the Board, or is appointed onto the Football Association’s Council;

» Theymay serve on the Board (for an additional 3 year term and a maximum of twelve years); or

« Theymay be appointed to an honorary position, and/or attend Board meetings as an observer
(i.e. not as a Director, and on a non-voting basis).

Part B:

Thisis in line with the definition of ‘Ex Officio’ found in ‘Definitions’ on page 15.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 32



]
PRINCIPLE 01: STRUCTURE

TERM LIMITS

Requirement 1.15 cont'd

Part C:

As noted at Requirement 1.9(c), the size of the Board should be sufficient to handle changes to its
composition. In addition, Requirement 2.7 requires succession plans for orderly appointments to the Board.
However, where it would make sense to retain an individual beyond their normal term of office, and they are
willing to do this, the Board may decide to extend their term for a further year. Whilst it is for the Board to
decide when this is the right course of action, the expectation is that the rationale would be clear and it would
only be done on an exceptional basis (e.g. because of unforeseen succession planning issues or because an
individual brings a particular skill that is needed at that time). The Football Association would expect to be
consulted on any proposal to extend a Director’s term.

Requirement 1.16

When a Director has completed their maximum term, at least four years must elapse before they can be
eligible to stand as a Director for that Association again.

Associations may wish to set a longer period if they consider this appropriate. If the Association does not allow
a Director to stand again, even after four years have elapsed, this is not a Code compliance issue.
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THE CHAIR

Requirement 1.17

Each Board must appoint a Chair who shall be responsible for the leadership of the Board, and
consideration should be given to appointing an Independent Chair.

The Chair has animportant role in leading the Board and establishing an environment that enables the Board
to achieve its potential and secure the long term success of the Association. As part of this leadership role,
Chairs often:

o Setthe Board's agenda;

« Ensure the effectiveness of the Board, including how individual Directors perform and interact at meetings
(see Requirement 4.1 regarding Board evaluation);

o Ensure that the Directors receive accurate, timely and clear information;

« Ensure that adequate time is available for discussion of all agenda items, in particular strategic issues, and
that this time is used productively;

o Ensure that Board decisions are executed;

« Promote a culture of openness and debate amongst the Board by facilitating the effective contribution of
all Directors and ensuring constructive relations between executives and Directors;

o Actasalink between the Board and executive, particularly the Chief Executive Officer (or equivalent);

« Manage conflicts of interest;

o Take alead on governance matters; and

« Setanexampleinthe values and behaviour they adopt, acting at all times in line with the mandatory
Director's code that has been agreed by the Board (see further Requirement 4.4).

Associations are not required to appoint an independent Chair, but it may be prudent, when a Chair vacancy
arises, to consider whether the appointment of an independent Chair would be the right step for the
Association, as independent Chairs offer the potential to have a more detached, objective view.

Tools/Resources:

« See Appendix 11: County FA Chair of the Board of Directors’ Role Profile - Template

o Also, within the first month of appointment, each new County FA Chair will be invited to Wembley Stadium
to meet a combination of The FA Company Secretary, Director of Operations, Head of Operations, Senior
Operations Delivery and National People Development Manager for an induction into the business.
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THE CHAIR cont'd

Requirement 1.18

The roles of Chair and Chief Executive Officer shall not be exercised by the same individual and the
division shall be established in writing and agreed by the Board.

This re-enforces Requirement 1.1 (Part C) which requires a clear division between the Board's management
and oversight role and the executive’s operational role. A Chair is only able to provide objective oversight if
they have sufficient separation from, and are not directly responsible for, the day-to-day management of

an Association. Conversely, a Chief Executive Officer (or equivalent) is often required to become intimately
involved in developing and executing management plans for an Association. Keeping the roles separate
therefore ensures each has the opportunity to perform their respective functions to the best of their ability.

Tools/Resources:

+ See Appendix 9: County FA Chief Executive Officer Role Profile — Template
+ See Appendix 11: County FA Chair of the Board of Directors’ Role Profile - Template

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 35



L
PRINCIPLE 01: STRUCTURE

INDEPENDENT NON-EXECUTIVE DIRECTORS

Requirement 1.19

At least one third of the Board shall be independent non-executive Directors.

‘Independent’ is defined in ‘Definitions’ on page 15.

There are anumber of reasons why it is beneficial to have independent non-executive Directors on a Board.
They enhance decision-making by providing objective scrutiny and offering an independent perspective,
drawing on their current and previous experience from outside of the Association. Having an element of
independence in an Association’s governance structure often enhances the reputation of the Association
and makes it a more favourable proposition to potential partners, investors or sponsors.

In some Associations, the majority of the Board is independent. However, other Associations may have good
reasons for not adopting this model.

To perform effectively independent non-executive Directors need to receive a good induction (see Requirement
2.12), have access to the right information at the right time, and have the confidence and space within the
boardroom to offer constructive challenge. Inreturn, independent non-executive Directors need to ensure they
are able to commit sufficient time to their role and to understanding the business of the Association.

In order to preserve the value deemed from having an element of independent challenge in the decision-
making process, Associations may want to consider if a quorum of the Board should include a certain number
of independent Directors.

This mirrors the Councils ability to appoint one third of Directors (see Requirement 1.4).

If one third is not a whole number, then this should normally be rounded up for the purposes of calculating
the required number of independent non-executive Directors (unless otherwise agreed with The Football
Association).

Tools/Resources

¢ See Appendix 12: County FA Governance Nomination and Appointment Committee -
Terms of Reference

+ See Appendix 13: Board Recruitment Process Guidelines
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Requirement 1.20

Each Board shall appoint one of its independent non-executive Directors to be the Senior Independent
Director.

The Senior Independent Director has a specific role set out in 'Definitions' on page 15. Senior Independent
Directors can assist the working of the Board through the exercise of these special responsibilities. It is for
Associations to decide whether this replaces the role of Vice-Chair should Associations decide to appoint

a Vice-Chair (which is not a mandatory requirement).

The key difference between the Senior Independent Director and the Vice-Chair role is that the Vice-Chair,
when standing in for The Chair, will utilise the Senior Independent Director as a sounding board, and also
utilise the Senior Independent Director for feedback on performance. This is the same support the Senior
independent Director would provide to the Chair.

Tools/Resources

¢ See Appendix 14: County FA Senior Independent Director — Role Profile

+ See Appendix 15: ICSA Guidance Note: The Roles of the Chairman, Chief Executive and Senior
Independent Director under the Combined Code
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BOARD CONDUCT

Requirement 1.21

Boards shall adopt policies and practices that:

« Foster openness and debate amongst Directors; and
« Set out clear expectations with respect to the running of Board meetings and direct behaviour.

A Board'’s effectiveness is determined not only by who sits on it, but also what it does and how it acts. To garner
the benefits brought by having a diverse Board with independent non-executive Directors, it is important that
each Director feels they can offer their view in a trusted environment where different opinions are respected.
Any policies and practices adopted by the Board should therefore foster an environment where Directors feel
they can openly debate matters and are clear about how meetings are run and what is expected of them.

As noted under Requirement 1.17, the Chair plays a key role in ensuring the right environment exists and that
meetings are run according to the policies and practices that have been agreed by the Board.

It is recommended that this be evidenced through a Board Code of Conduct.

Tools/Resources

« See Appendix 3: County FA Board of Directors’ Handbook Index — Template
« See Appendix 5: Example of Director and Council Member Code of Conduct
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PRINCIPLE 01: STRUCTURE

BOARD MEETINGS

Requirement 1.22

The Board and its committees shall:

(@) Meet sufficiently regularly to discharge their duties effectively; and
(b) Maintain a proper record of their meetings and decisions.

Part A:

The regularity of Board (and committee) meetings is a matter for the Association to decide and is often
determined by the Chair in consultation with other Directors and the Chief Executive Officer (or equivalent
role). However, in deciding what is appropriate, the Association may wish to consider:

« Therole the Board plays in monitoring and scrutinising performance against key strategic and financial
priorities; and

» The benefits of scheduling meetings to fit with key business milestones (such as financial reporting
periods) and to ensure dates are set well in advance to secure time in Directors’ diaries.

Boards may choose to make provision in their terms of reference to enable meetings to take place ‘virtually’
to handle urgent matters that arise outside of the normal Board (or committee) meeting calendar.

Part B:

Maintaining a proper record of meetings and decisions promotes accountability and transparency by
providing clarity about what was agreed, why a decision was made and who made it.

If a Director has any concerns about the running of the Association or a proposed action, these concerns
should be recorded in the Board minutes.

Minutes from committee meetings should be made available to the Board so that Directors are aware of

any decisions made under delegated authority. In the interests of wider transparency, Associations are also
encouraged to think about publishing the minutes (or summary reports) from Board and committee meetings
to provide stakeholders with information about decisions (see also the commentary under Requirement 3.1).

Tools/Resources

» See Appendix 6: Example of a Board of Directors’ Agenda
o Referto Diligent/ICSA Brief Notes on Board Minutes: https://diligent.com/en-gb/minutes-kit-thank/

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 39


https://diligent.com/en-gb/minutes-kit-thank/

L
PRINCIPLE 01: STRUCTURE

BOARD COMMITTEES

Requirement 1.23

The Board shall maintain an audit committee unless the particular circumstances of the Association are
such that it is appropriate for the Board to act as the audit committee.

Audit committee

The audit committee has particular responsibility in relation to ensuring the adequacy of the Association'’s
financial reporting and internal controls. It is for the Board to determine the composition of the audit
committee but best practice suggests this should be comprised of at least two, and preferably three,
independent non-executive Directors, with at least one member of the committee having recent and relevant
financial experience. The Chair of the Board should not ordinarily be a member of the audit committee.

The audit committee is usually responsible for making a recommendation on the appointment, reappointment
and removal of the external auditors and would meet the external and internal auditors at least annually,
without management, to discuss matters relating to its remit and any issues arising from the audits.

Formal terms of reference for the audit committee should be agreed by the Board, these terms of reference
and reports on the committee’s work may be made available on the Association’s website in the interests of
transparency.

Tools/Resources

¢ See Appendix 16: ICSA Guidance Note: Terms of Reference for the Audit Committee

o Referto ICSA Terms of reference for the audit committee Guidance Note: icsa.org.uk/my_cg/download-
resources/downloadt?fileld=3319

« Referto FRC Guidance on Audit Committees: frc.org.uk/getattachment/9ac07916-ea56-4027-864a-
11ef9bfa24e4/Guidance-on-Audit-Committees-(September-2012).pdf

o Referto the National Audit Office Audit Committee Self-Assessment Checklist: nao.org.uk/wp-content/
uploads/2012/10/Self Assessment_Checklist.pdf
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BOARD COMMITTEES cont'd

Requirement 1.24

The Board shall maintain a nomination committee either on a permanent or on an ad hoc basis unless
the particular circumstances of the organisation are such that it is appropriate for the Board to act as the
nomination committee.

A majority of the members of the nomination committee shall be independent non-executive Directors
and it shall be chaired by the Chair (except when it is dealing with the appointment of a successor to the
Chair, when it shall be chaired by an independent non-executive Director).

If the Board acts as the nomination committee, it shall be chaired by an independent non-executive
Director when dealing with the appointment of a successor to the Chair.

Nomination committee

A nomination committee has responsibility for leading the process for Board and senior executive
appointments and making recommendations to the Board. In respect of Board appointments, this includes
evaluating the Board’s current capability against the agreed skills matrix, and, in light of this evaluation,
agreeing a description of the role and capabilities required for a particular appointment. See also
Requirement 1.11 (skills matrix).

An Association need not have a nomination committee (which in any event can be ad hoc rather than
permanent) if the nature of the Association and of its scope and operations are such that the whole Board
can conveniently act as the nomination committee. The expectation is that large, complex Associations with
significant and sizeable operations will find it helpful to have a standing nomination committee.

Terms of reference for the nomination committee should be agreed by the Board; these terms of reference
and reports on the committee’s work may be made available on the Association’s website in the interests of
transparency.

Having a majority of independent non-executive Directors on the committee provides assurance to the Board
and stakeholders (including interested candidates) that the appointment process benefits from independent
and objective scrutiny. The size of the nomination committee is up to the Association but in practice many
Associations find a nomination committee of three is appropriate.

Tools/Resources

¢ See Appendix 7: Link to template Board Skills Audit in MS Forms

« See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow.

¢ See Appendix 12: County FA Governance Nomination and Appointment Committee -
Terms of Reference

« See Appendix 13: Board Recruitment Process Guidelines

+ See Appendix 15: ICSA Guidance Note: The Roles of the Chairman, Chief Executive and Senior
Independent Director under the Combined Code

+ See Appendix 17: County FA Board Nomination and Appointment Committee Chair -
Role Profile - Template
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BOARD COMMITTEES cont'd

Requirement 1.25

The Board shall maintain a permanent committee of the Board to lead on equality, inclusion and
diversity matters.

The Equality Committee above refers to the Inclusion Advisory Groups (IAG) (sometimes known as
Inclusion Advisory Boards, IAB) which have been set up and maintained by Associations. This point requires
the Association to make these committees, groups or boards permanent committees to their Boards. It

is important to note these groups/boards should exist in an independent and advisory nature. Equality
Committees enable Associations to benefit from external experience and expertise from local diverse
communities who can make sure the football offer they deliver is as inclusive and representative as possible.

Tools/Resources

¢ See Appendix 18: Inclusion Advisory Groups — What You Need to Know

» Also see within Appendices 18 and 19 for examples of an Inclusion Advisory Group's Terms of Reference
¢ See Appendix 20: How to be a More Inclusive County FA

Requirement 1.26

The Chair of the committee established under 1.25 shall be appointed via an open, publicly advertised
recruitment process.

It has been established and reinforced through FA-commissioned research that one of the critical success
factors of an Equality Committee is having a strong and influential Chair driving change. Therefore the
recruitment of the most able and suitable candidate from the biggest pool of applicants isimportant. The
Chair of the committee, or another member of the Committee will become either a Board observer or Board
member at the Association which means this role is crucial. A specific and demanding role description and
recruitment process is necessary for this particular role.

Tools/Resources

¢ See Appendix 16: ICSA Guidance Note: Terms of Reference for the Audit Committee

¢ See Appendix 18: Inclusion Advisory Groups — What You Need to Know
+ See Appendix 19: Recruitment Pack for Appointment of County FA Independent Chair of Inclusion

Advisory Group
* See Appendix 20: How to be a More Inclusive County FA

¢ See Appendix 21: County FA Independent Chair of Inclusion Advisory Group — Role Profile -
Template
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BOARD COMMITTEES cont'd

Requirement 1.27

The Board shall establish:

« Any further committees which it considers necessary to support its work; and

« Other committees as shall be required by the Rules and Regulations of The football Association form
time to time.

As noted in Requirement 1.1(Part A), the Board may decide to delegate certain responsibilities to other
committees or groups. Generally, delegation to committees does not detract from the Board's collective
accountability for delegated issues, but can help significantly with the Board’s management of them.

Typically, Boards often delegate consideration of the following governance-related issues to committees
(in addition to the work of the audit committee and nomination committee).

« Risk management and internal control;
« Remuneration; and
o Ethicsand compliance.

Sometimes these issues are part of the work of other committees (e.g. the audit committee’s remit

may include risk management and internal control, and the nomination committee’s remit may include
remuneration); sometimes separate committees are established. Whether and how to delegate consideration
of the above issues is for the Board to determine.

In addition, Boards sometimes constitute committees to give detailed and expert consideration of football-
specificissues.

A committee may include individuals who are not Directors, if the Board considers this appropriate. Recruiting
individuals to serve on committees can bring specialist skills to them, and also act as a development
opportunity, giving valuable experience to individuals who may in the future wish to pursue becoming
Directors It is recommended that any such appointments of non-Directors to committees are skills-based, and
if appointments are to be made from outside the sport (e.g. the recruitment of technical specialists to audit or
nomination committees), that they are publicly advertised, e.g. on the websites of The Football Association
(afree service). Consideration should be given to ensuring that any relevant codes of conduct or expected
behaviours are passed down to such appointees.

Tools/Resources

+ See Appendix 16: ICSA Guidance Note: Terms of Reference for the Audit Committee

o Referto ICSA Terms of reference for the audit committee Guidance Note: icsa.org.uk/my_cg/download-
resources/downloadt?fileld=3319

o Referto FRC Guidance on Audit Committees: frc.org.uk/getattachment/9ac07916-ea56-4027-864a-
11ef9bfa24e4/Guidance-on-Audit-Committees-(September-2012).pdf

« Referto the National Audit Office Audit Committee Self-Assessment Checklist: nao.org.uk/wp-content/
uploads/2012/10/Self_Assessment_Checklist.pdf

¢ See Appendix 22: County FA Remuneration Committee Terms of Reference — Template

« See Appendix 23: Risk Committee Terms of Reference — Template
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BOARD COMMITTEES cont'd

Requirement 1.28

Each committee established under Requirements 1.23, 1.24,1.25 or 1.27 shall report to the Board and
have clear terms of reference which identify its responsibilities and any powers delegated to it by the Board.

Terms of reference for Board committees should set out the reasons for the delegation and the responsibilities
and powers the Board has agreed to delegate. They should be agreed by the Board. Best practice suggests
that terms of reference should also include details about the membership of the committee, the frequency of
meetings, how decisions are recorded and reported to the Board and how many committee members should
be present for a decision to be made (i.e. the quorum). As well as sharing minutes from committee meetings, it
isimportant that the Chair of each committee has an appropriate reporting mechanism to the Board to ensure
Directors are aware of key decisions made under delegated authority.

The terms of reference of each committee may be made available on the Association’s website in the interests
of transparency.

Tools/Resources

¢ See Appendix 12: County FA Governance Nomination and Appointment Committee — Terms of
Reference

« See Appendix 16: ICSA Guidance Note: Terms of Reference for the Audit Committee
o+ Also see within Appendices 18 and 19 for examples of an Inclusion Advisory Group’s Terms of Reference

+ See Appendix 22: County FA Remuneration Committee Terms of Reference — Template

¢ See Appendix 23: Risk Committee Terms of Reference — Template
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YOUTH COUNCIL

Requirement 1.29

Each Association shall be required to establish a Youth Council in line with the guidance provided by
The Football Association from time to time.

Due to the proportion of affiliated football being played by young people, it is sensible that all Associations
should have a Youth Council that formalises the voice of young people in the administration and development
of the game at a local level. Where they work best, the involvement of Youth Councillors adds to the confidence
and credibility of the Association in how it engages with young people. It also extends the Association’s
workforce with a number of skilled and motivated volunteers. There are examples of Youth Councils aligning
themselves with the Association’s Development Plans to aid and extend delivery as well as buddying Youth
Councillors with Football Development staff. Youth Councils have contributed previously to the delivery of
safeguarding programmes, the staging of events, festivals and Cup Finals, marketing and communications,
Respect campaigning, club and league development and outreach community football programmes.

Youth Councils have proved useful and important for both The FA and many County FAs. The FA has, for
example, received international recognition for its Youth Council, which is represented on both the main FA
Counciland The FA's Inclusion Advisory Board.

Tools/Resources

* See Appendix 24: County FA Youth Council Guidance

« See Appendix 25: County FA Youth Council Constitution and Terms of Reference — Template
¢ See Appendix 26: County FA Youth Council Code of Conduct

Requirement 1.30

The Youth Council shall have the right to appoint a member representing young people onto the
Associations’ Equality Committee (as required by Requirement 1.25).

In parallel with The FA, which appoints a representative of its Youth Council onto its Inclusion Advisory Board,
having the voice of young people on the Equality Committee is a logical and inclusive step towards greater
diversity across all areas of the game. Formalising this voice and embedding it in this way will help to change
the culture of football, in terms of how football is run and developed at a local level.

Any member of an Association’s Youth Council who is proposed to sit on an Equality Committee must also
comply with the role description ‘essential’ criteria to ensure the relevant standards, skills, experience and
qualities are bought to the committee.

Tools/Resources

¢ See Appendix 24: County FA Youth Council Guidance

+ See Appendix 25: County FA Youth Council Constitution and Terms of Reference — Template
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YOUTH COUNCIL cont'd

Requirement 1.31

The Board shall be required to demonstrate how it provides the opportunity for the views of young people
to be heard within the Board.

Boards of the Association shall be required to provide evidence that they are listening to, representing and
empowering young people.

As highlighted in the commentary of Requirement 1.30, The FA Youth Council are represented on FA Council
and via the FA Inclusion Advisory Board. Other means could be created to enable the views of young people to
be heard within the Board of the Association:

« Full Board member;

o Co-opted Board member;

o Board member with observer status only;

« Invited to Board meetings to discuss matters which directly involve and/or impact young people; and
+ Association’s Youth Council and IAG minutes to be submitted to the Board for discussion.

If this is not achieved by a young person being on the Board in any capacity, then evidence in the form of
agendas and minutes from the Board itself can be used.

Tools/Resources

« See Appendix 27: Understanding and Engaging with Under-18s

L L ey e Ll s T AT e S
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PEOPLE

THE PRINCIPLE: WHY IS THIS IMPORTANT?

Associations shall recruit and engage people with Diverse, skilled and experienced decision-making
appropriate diversity, independence, skills, experience bodies which contain independent voice and engage in

and knowledge to take effective decisions that further constructive, open debate enable good decision-making.
the Association’s goals.
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PRINCIPLE 02: PEOPLE

REQUIREMENTS AND RESOURCES

DIVERSITY

Requirement 2.1

Each Association shall:

(a) adopt a target of, and take all appropriate actions to encourage, a minimum of 30% of each
gender on its Board;

(b) demonstrate a strong and public commitment to progressing towards achieving greater diversity
generally on its Board, including the adoption of further Board diversity targets to include but not
be limited to BAME and disability. The targets shall be determined by the Association and shall
reflect the diversity of its local area as evidenced through local demographic data; and

(c) appoint a member of the committee leading on equality, inclusion and diversity matters to the
Board, as a minimum in an observer capacity (see Requirement 1.26).

Itis recognised that decision-making is improved when a Board is able to draw on, and harness, a diverse range
of opinions.

Gender is animportant aspect of diversity and an Association will be expected to work towards achieving at
least 30% of each gender on its Board, while also demonstrating publicly its commitment to achieving gender
parity and greater diversity generally on its Board. It should demonstrate the actions it is taking to meet these
targets. Although the term “each” is used in reference to gender in these notes, non-binary identification
should also be considered when applying this requirement.

If 30% is not a whole number, then this should normally be rounded up for the purposes of calculating the
required number of male/female Directors (unless otherwise agreed with The Football Association).

The targets referred to in this Requirement are explicitly targets, and not fixed quotas. However, the
Association must be able to demonstrate how the target reflects local demographic data. The obligation on
funded Associations is to demonstrably commit to work towards achieving them, and to take all appropriate
actions in order to do so. Nevertheless, in order to drive real change The Football Association expects this
commitment and the actions taken to be meaningful.

Requirement 2.1(b) above references Black, Asian, and minority ethnic and disability diversity expressly within
the context of greater diversity generally. Data from the sector shows that representation from these groups
on Boards remains low and that Associations need to do more to increase it, and to be able to demonstrate the
actions they are taking to do so.

Itis also important to think about what ‘greater diversity’ means. Here the Code is referring not only to the
protected characteristics of the Equality Act 2010 (which are gender, age, disability, gender reassignment,
race, sexual orientation, religion or belief, marriage and civil partnership and pregnancy and maternity) but
also socio-economic background and diversity of thought. Associations should seek to recruit to their Boards
people who think in different ways as well as those who have different backgrounds. For example, Associations
may wish to consider the possibility of addressing the diversity of formal structures other than the Board, in
order to build internal capacity for succession planning.
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DIVERSITY

Requirement 2.1 cont'd

Any member or related Association or body (e.g. a Council) which has the right to appoint Directors of the funded
Association should do so in a way that encourages a diverse range of candidates, e.g. by use of a structured
process which allows for the consideration of candidates from a range of backgrounds. Where diversity is being
driven exclusively or primarily from independent, non-executive Directors, The Football Association may wish to
challenge whether Associations really are taking all appropriate actions to drive diversity.

It will be for an Association to decide how it identifies and agrees the actions that should be taken to support
and/or maintain the diversity targets set out in this Requirement. However, the Board should have a role in this
process and should monitor progress against the actions, in particular discussing the annual progress update
and the plan for the following year before this information is published.

Requirement 2.2

Each Association shall identify proportionate and appropriate actions to be taken to support and/or
maintain (as appropriate) the diversity targets set out in Requirement 2.1 and to publish a diversity and
inclusion action plan.

Same commentary as applies to Requirement 2.1.

Requirement 2.3

The Board shall ensure that the Association prepares and publishes on its website information (approved
by the Board) about its work to foster all aspects of diversity within its leadership and decision-making,
including an annual update on progress against the actions identified in Requirement 2.2.

Same commentary as applies to Requirement 2.1.

Tools/Resources (these apply to Requirements 2.1, 2.2 and 2.3, with an additional tool/resource for 2.3
listed at the foot of the page)

+ See Appendix 20: How to be a More Inclusive County FA

o Referto Equal Human Rights ‘ How to Improve Board Diversity’ guide: equalityhumanrights.com/en/
advice-and-guidance/how-improve-board-diversity-six-step-guide-good-practice

» See Appendix 28: Sporting Equals Guidance Document: How to Increase Ethnic Diversity in Sports
Leadership

¢+ Referto Women in Sport ‘Checklist for Change’: womeninsport.org/wp-content/uploads/2015/11/
FINAL_Checklist-for-change_Trophy_Women_031115.pdf

s+ Referto Women in Sport ‘Beyond 30%": womeninsport.org/research-and-advice/our-publications/
beyond-30-report/

« See Appendix 29: County FA Equality Policy — Template

» See Appendix 30: Sport England: Suggested Key Requirements of a Board and Sport Diversity
Action Plan

« See Appendix 31: Example of a County FA Equality and Diversity Action Plan

« See Appendix 32: Sport England and UK Sport Guidance Document: Diversity Action Plan

« Inrelationto Requirement 2.3, also see Appendix 33: Documents to consider including in Governance
Section of County FA Website
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BOARD RECRUITMENT

Requirement 2.4

Each Association shall have a formal, rigorous and transparent procedure for the appointment of new
Directors to the Board, and all appointments shall be made on merit in line with the skills required of the
Board.

The aim of the recruitment process is to secure the best candidates for the Board, and to do so in a formal
and transparent way which builds trust in the Association (thereby demonstrating integrity, as required by

Principle 04).

The appointment process may well differ for independent and Nominated Directors but whatever the process,
it should comply with this Requirement. Thus, it should be documented, and information about the process
should be available to the Board and relevant stakeholders as appropriate. For example, if a Nominated
Director is appointed by the membership, it is important to ensure all members have access to the information
about the process in a timely manner.

Irrespective of the process of appointment, all appointments should also be made on merit in line with the
skills required of the Board. Requirement 1.11 requires each Association to maintain an up-to-date matrix
detailing the skills, experience and knowledge required of its Board. This skills matrix enables the Association
to prepare the role description and person specification for any new Director which the Association is seeking
to appoint, whether this be for an independent non-executive Director or a Nominated Director position.

The Association’s succession plan (Requirement 2.7) also informs this process.

In order to ensure that the appointment of Nominated Directors who, under the terms of the Association’s
constitution, are elected to the Board (e.g. by a particular constituency or by the membership as a whole)
are made on merit and in line with the required skills, Associations may wish to give consideration to the
following process.

« Asnotedabove, arole description and person specification are prepared;

« Vacancies (including the role description and person specification) are communicated widely
(e.g. by publication on the website of The Football Association.); and

« The nomination committee reviews applications and provides a view on whether proposed candidates
have the required skills and experience. If this is the case, in the interests of transparency, it would be
appropriate for the view of the nomination committee to accompany any election materials relating to
that candidate so that those making the selection have access to that information.

(Note: see further Requirement 1.24 about nomination committees.)
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BOARD RECRUITMENT

Requirement 2.4 cont'd

Tools/Resources

¢ See Appendix 7: Link to template Board Skills Audit in MS Forms

« See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow. .

o See Appendix 9: County FA Chief Executive Officer Role Profile - Template

+ See Appendix 11: County FA Chair of the Board of Directors’ Role Profile — Template

« See Appendix 34: County FA Generic Director Role Profile - Template

« See Appendix 35: County FA Director Application Pack

« See Appendix 36: Director Appointment Letter — Template

« See Appendix 37: Equality and Diversity Monitoring Form

+ See Appendix 51: Independent Non-Executive Director Role Profile

« See Appendix 52: Independent Non-Executive Commercial Director Role Profile

+ See Appendix 53: Independent Non-Executive Human Resource Director Role Profile

+ A pilot programme is currently taking place in partnership with Perrett Laver. Six County FAs are
working with Perret Laver to diversify their leadership. Guidance, learning and specific resources
will be available for the whole County FA network once the pilot is completed.

o Referto Reach Skills ‘How do | recruit great Trustees’ guide: reachskills.org.uk/knowledge-centre/
support-boards/recruiting-and-retaining-trustee/how-do-i-recruit-great-trustees

» Referto Edward Drummond & Co ‘Process for Finding and Hiring a Non-Executive Director”:
edwarddrummond.com/hiring-process-non-exec-director

Requirement 2.5

In exceptional circumstances a Director may be co-opted onto the Board if this is necessary to ensure that
the Board has the skills and/or experience necessary to fulfil its role.

A Co-opted Director as defined in ‘Definitions’ on page 15 is a Director who is ‘temporarily appointed as such
by the Board outside of the customary appointment process”. It is for the Board to determine why and ifa
Co-opted Director is required and the length of time the Co-opted Director remains on the Board. However, this
period should be limited and would not normally be longer than a year. The Co-opted Director’s voting rights
should be decided by the Board at the time of appointment.

Ifa Director joins the Board in this capacity it is helpful to ensure the reasons for this are documented and that
the Co-opted Director has a clear understanding of their position. This is not to be used as a way to enable an
incumbent Director to exceed his/her term limit.

Tools/Resources

+ See Appendix 38: Example of Article for County FAs to Co-opt Directors
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BOARD RECRUITMENT cont’d

Requirement 2.6

The appointment of the Board Chair and independent non-executive Directors must be via an open,
publicly advertised recruitment process.

Openrecruitment is the best way to find high quality candidates. In addition, the active promotion of diversity
is a core element of the Code and to support this it is crucial that Board positions are advertised widely and not
solely through personal connections. Associations are encouraged to post any Board vacancies on the jobs
section of the Football Association website (there is no cost to an Association to do this). Associations should
also consider where else they can be advertised, in order to obtain the widest possible reach.

Council Chairs are not to be appointed as Ex-officio Board Chairs. In an open and transparent process, Council
Chairs would be eligible to apply, but would go through an open and transparent selection process.

Requirement 2.7

The Board shall have in place succession plans for orderly appointments to the Board and to key positions
within senior management.

Effective succession planning reduces the risks associated with the loss of experienced leadership and helps
maintain an appropriate balance of skills and experience within the Association and on the Board, as well as
ensuring progressive refreshing of the Board. Having plans in place also enables the Board or Association to
act swiftly in response to abrupt changes to the Board or senior management, helping to reduce any
associated risks or costs.

It will be for the Association to determine which positions within senior management should be captured by
the succession plan.

Tools/Resources

« See Appendix 39: County FA Succession Planning Guidance
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BOARD RECRUITMENT cont’d

Requirement 2.8

The nomination committee shall lead the process for Board appointments on behalf of the Board (unless,
as set out in Requirement 1.24, the Association does not have a nomination committee, in which case the
Board shall be responsible for the appointment process).

Commentary under Requirement 1.24 sets out the role of the nomination committee.

The nomination committee (or Board) may also want to consider the following when leading the process for
Board appointments:

« Aswell as referring to the Board skills matrix (Requirement 1.11) when preparing the role description and
person specification for each Director role, it is helpful for the documentation to include an assessment of
the time commitment expected (recognising the need for availability in the event of crises);

« Inorder for the Board to decide whether to approve a recommendation, it is important that it has sufficient
and timely information about the recommended candidate, and the Chair of the nomination committee
would ordinarily be responsible for ensuring this is the case; and

« Ifthe candidate recommended by the nomination committee is rejected by the Board, the Board should
be clear about its reasons and refer the matter back to the nomination committee: the nomination
committee may be able to recommend a suitable alternative candidate from the current process, or
alternatively that the recruitment process is re-run.

Tools/Resources

o See Appendix 7: Link to template Board Skills Audit in MS Forms

« See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow.
» See Appendix 9: County FA Chief Executive Officer Role Profile — Template

+ See Appendix 11: County FA Chair of the Board of Directors’ Role Profile — Template

« See Appendix 34: County FA Generic Director Role Profile — Template

AV T L LRV
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BOARD RECRUITMENT cont’d

Requirement 2.9

The Board or nomination committee shall inform The Football Association of any appointment process
being carried out by the Association in relation to:

(a) any Directors;
(b) the Chief Executive Officer;

and shall permit The Football Association to observe any such process.

The appointment process for Directors and the Chief Executive Officer is a matter for the Association to
determine and conduct and this Requirement does not signal an intention to lead or control the process.
Indeed if The Football Association ask to be involved in a particular process, it would only be in the capacity
of an observer and would not include having a vote on which candidate to appoint. It may also be that The
Football Association could offer support during the process and act as a critical friend, ensuring that the
process is fair and accords with best practice. The Football Association would ask the Association to ensure
the representative has sufficient information about the process (e.g. timetable, job specification, CVs of those
shortlisted) in a timely fashion.

The notification should go in the first instance to the Football Association’s Regional Manager, who will inform
the Head of Operations and The Company Secretary.

Tools/Resources

« See Appendix 54: Board Tracker. Each County FA has been provided with a Board Tracker to act as
evidence of compliance against all requirements involving the make-up of the Board. This includes Board
Size and Composition, Term Limits, INEDs, Board diversity including gender balance, and Board Skills and
all elements of recruitment to the Board. CFAs are asked to keep the Board Skills Audit up to date. An
exemplar is provided in the appendix.

Requirement 2.10

No individual shall be appointed as a Director until he or she has provided to the Association a declaration
of good character.

Operating with integrity and transparency is a key element in this Code and asking individuals to complete
adeclaration of good character provides the Board with additional information concerning the individual's
conduct which enables them to determine if the candidate would be a suitable appointment.

Some Associations already require Directors to complete a similar declaration before appointment, and
thisis considered good practice. We will consider current sector practice and issue further guidance on the
recommended content of the declarations.

Tools/Resources

« See Appendix 40: Director’s Declaration of Good Character
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INDUCTION OF NEW DIRECTORS

Requirement 2.11

On appointment, each Director shall be given a written statement of their responsibilities.

Directors need a clear understanding of their collective and individual responsibilities in order to perform
effectively. It will be for an Association to determine the form of this statement but it may include reference to:
« Theresponsibilities set out in the Board's terms of reference;

« Therequirement that they may act in the best interests of the Association as a whole
(rather than a particular group or constituency), and in a manner consistent with their legal duties
(see Requirement 1.2);

« Expectations about conduct (in line with the Directors’ code at Requirement 4.4); and

« Anyresponsibilities specific to their particular role on the Board (e.g. Senior Independent Director).

Itis good practice to review the statements periodically to ensure they remain up to date.

Tools/Resources

+ See Appendix 4: Companies Act 2006 — Duties of a Director

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 57



L
PRINCIPLE 02: PEOPLE

INDUCTION OF NEW DIRECTORS cont’d

Requirement 2.12

Each Association shall ensure that new Directors receive a full, formal and tailored induction on joining
the Board.

All Directors should receive an induction on joining the Board. The objective of an induction process is to ensure
all new Directors have the information they need to become as effective as possible, as soon as possible. A good
induction process should help build an understanding of the Association and its main relationships and establish
links with the key people within the Association. The induction may be tailored in recognition of the different
needs, skills and experience of each Director but there is likely to be a baseline of common information shared
with all. Associations may also find it helpful to think about using different methods for the induction process
(e.g. one-to-one meetings, attendance at events, information packs, and visits).

Topics that may be covered in an induction include the following:

« Therole of a Board and the duties of a Director (in line with the written statement of responsibilities
at Requirement 2.11);

« The Association’s history and structure;

« The Association’s governing documents (e.g. articles, schedule of reserved matters, Board and committee
terms of reference, recent Board and general meeting minutes), strategic plan, financial information, and
significantissues;

« The Association’s key stakeholders (it may be appropriate to facilitate meetings with such stakeholders,
e.g. clubs, leagues, funders etc.); and

o This Code.

Careful consideration should be given to the amount of time needed for a proper induction, and whether it
should be staggered in order to promote incremental learning and avoid an immediate over-burdening of too
much information. This could be discussed with a new Director, also giving them an opportunity to contribute
to the process by outlining any specific elements they would like included; for example, a newly appointed
Director who is taking a position on a Board committee may want to spend more time with those who are
responsible for matters that come before that committee.

Associations may wish to consider pairing a newly appointed Nominated Director with an independent non-
executive Director, and vice versa, in order that each can learn from the other: Nominated Directors often have
unrivalled knowledge of football, and independent Directors often bring experience from senior levels of the
wider business community.

Tools/Resources

« See Appendix 3: County FA Board of Directors’ Handbook Index — Template

* See Appendix 41: Example of Induction Checklist for Directors

« Referto ICSA guidance on induction of Directors: theaic.co.uk/sites/default/files/uploads/files/
ICSAinductionofdirectors.pdf
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REMUNERATION

Requirement 2.13

Remuneration of Directors and employees, if any, shall be determined in accordance with a formal,
approved procedure.

Having a formal, approved procedure for determining remuneration provides assurance to Directors and
employees that decisions are made on a consistent basis. In addition, a good remuneration policy is designed
to support performance, encourage the underlying financial health of the Association and promote sound risk
management.

As noted in Requirement 1.27, a Board may choose to constitute a remuneration committee and delegate
responsibility to it to agree the remuneration of Directors and senior management. The committee may also
have responsibility for agreeing a remuneration policy.

Whatever procedure an Association chooses to adopt for determining remuneration, it should be clearly
documented and made available to those with an interest in the outcome.

Tools/Resources

¢ See Appendix 22: County FA Remuneration Committee Terms of Reference — Template
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FA REPRESENTATIVE

Requirement 2.14

Each organisation shall have an open, formal and transparent procedure for the appointment of the FA
representative.

The appointed representative shall comply with any eligibility criteria as required by The Football
Association from time to time.

The appointment shall be made by the Board.

The FA representative is the representation of the Association within the main Football Association Council,
and by virtue of being on that Council will also be appointed onto various committees, helping to shape
football in England. Given the importance of FA Representatives contributing effectively in these areas, it is
important that FA representatives are chosen who are able to contribute.

An “Open” procedure is one that ensures all who are eligible are aware of the vacancy and the appointment
procedure. A “Formal” process is one where a clear process exists in writing and the process is documented
and minuted accordingly. A “Transparent” process is one in which it is easy for interested parties to find out
information about how the appointment process works along with the duties that the FA Representative is
required to undertake.

A Board who have been selected based on skills will be able to identify the skills required for an FA Representative
to contribute in this way and also to act as an ambassador for the Association within the FA Council.

Tools/Resources

« See Appendix 7: Link to template Board Skills Audit in MS Forms
+ See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow.

SAFEGUARDING CHAMPION

Requirement 2.15

Each Association shall appoint one of the Directors as the Board Safeguarding Champion in compliance
with The Football Associations Safeguarding Operating Standard and the Board Safeguarding Champion
shall fully meet the role description.

See the County FA Safeguarding Operating Standard for further information.
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COMMUNICATION

THE PRINCIPLE:

Associations shall be transparent and accountable,
engaging effectively with stakeholders and nurturing
internal democracy.

CONTENTS

Disclosure of Information
Engagement Strategy

Staff Survey

WHY IS THIS IMPORTANT?

Being responsive to stakeholders, understanding

their interests and hearing their voice helps shape the
Association’s governance and strategy. Transparency
about why the Association exists, what it is trying to
do, how itis doing it and with what results empowers
stakeholders by giving them the information about the
Association that they need to know.
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DISCLOSURE OF INFORMATION

Requirement 3.1

Each Association shall publicly disclose information on its governance, structure, strategy, activities and
financial position to enable stakeholders to have a good understanding of them.

Requirement 3.2

Any information disclosed shall be fair, accurate and presented in an understandable manner.

Activities

Many Associations publish an annual review of the activities of the Association. From a governance perspective,
this review could include reports on the working of the Board (as referred to in Requirement 1.22), its Council
(if the Association has one) and key committees.

Finance

Requirement 5.5 requires audited annual accounts to be published.

Diversity

Requirements 2.1 to 2.3 set out the obligations concerning transparency with regard to diversity.

To comply with these Requirements, the Association should give consideration to publishing the following as
standing information:

« Astatement of intent about its commitment to equality and diversity goals, and

« Itspolicies and procedures relating to equality and diversity.

Annual reporting could include details of the following:

« How the Association has ensured that any Board recruitment activity that has occurred during the year
has been undertakenin such a way as to increase diversity;
« DataonBoard, staff, volunteers and participants;
« |dentification of a strategic lead for equality and diversity; and
« Any other activities that have been undertaken, e.g. shadowing and mentoring schemes, and/or
programmes to reach out to particular communities to build capacity in the leaders of the future.
Other

Associations may wish to go further and publish more information.

Tools/Resources

« See Appendix 33: Documents to consider including in Governance Section of County FA Website
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ENGAGEMENT STRATEGY

Requirement 3.3

Each Association shall develop a strategy for engaging with, and listening to, its stakeholders which the
Board shall contribute to and review at least annually.

This is to be published under a Governance section on the Associations website. It is important that local
stakeholders are able to find such information quickly and easily

A stakeholder is any person or group which has an interest in the Association or is affected by its actions.

The stakeholder landscape of an Association is likely to be complex, and one model is unlikely to fit all. For
example, Associations have hugely differing numbers of participants. Nevertheless, it isincumbent on each
Association to consider properly who its stakeholders are, and how it should best engage with them.

Accessibility and effective communication are important in order to give stakeholders timely and accurate
information: see further Requirement 3.1 above.

Tools/Resources

« See Appendix 33: Documents to consider including in Governance Section of County FA Website

STAFF SURVEY

Requirement 3.4

Each Association shall be expected to carry out a regular staff survey at least once a year and:
(a) acton the results internally, communicating clearly to their employees how such actions are to be
taken; and

(b) make topline data available to The Football Association to collate the results for the purpose of
developing a greater understanding of the County Football Association workforce.

To build a healthy organisational culture it is important to listen to staff on a regular basis in a way in which
they feel their voices are being heard and that from which, they can see that action results. Such feedback can
help leadership of the Association understand opportunities to drive culture, performance, job satisfaction,
retention and to improve the mental health and wellbeing of the workforce.

It can also be a useful tool in building trust between the workforce and senior leadership.
It is recommended that such surveys are anonymous to ensure honesty in responses.

The Football Association will engage an independent research partner (currently Critical Research) to conduct
an annual County FA staff engagement, diversity and wellbeing surveu.
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STAFF SURVEY

Requirement 3.4 cont'd

Tools/Resources

Work is in progress between The FA and independent research company Critical to design a staff survey for
County FAs. The administration of the survey and the analysis and reporting of the results will be carried

out entirely by Critical to ensure independence and anonymity of respondents. Every County (where the
completion rate is greater than 90%) will receive a report designed to assist the Board and CEQ in deciding on
interventions to improve staff engagement, diversity and wellbeing. The FA will receive a top line report of the
results across all County FAs.

The first survey is planned for launch in February 2020 and the subsequent reports are planned to be delivered
in April 2020

The survey will be an annual exercise.
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STANDARDS
AND CONDUCT

THE PRINCIPLE: WHY IS THIS IMPORTANT?

Associations shall uphold high standards of integrity,
and engage in regular and effective evaluation to drive
continuous improvement.

Having the right values embedded in the culture of
the Association helps protect public investment and
also enhances the reputation of the Association,
earning stakeholder trust. Constantly seeking to
improve makes an Association swift to respond to
new challenges and opportunities.

CONTENTS PAGE
Development of the Board 71
Integrity 73
Conflicts of Interest 73
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REQUIREMENTS AND RESOURCES

DEVELOPMENT OF THE BOARD

Requirement 4.1

The Board, led by the Chair, shall undertake, and maintain in writing a record of, an annual evaluation
of its own skills and performance and of individual Directors, and that of its committees (committee
evaluation need not be undertaken annually).

Evaluation assists with the continuous improvement of the Board and its committees. The Requirement covers
three tiers of evaluation: the whole Board, Board committees, and individual Directors.

Internal evaluation of the Board

The areas to be covered in the annual whole-Board evaluation will depend on factors specific to the
Association, e.g. its purpose, size and particular challenges it is facing, (it may be helpful to refer to the skills
matrix) but it is expected that, broadly, it will cover the following issues:

(i)  The balance of skills, experience, independence and knowledge of the Directors on the Board;

(i)  Its diversity (see Requirements 2.1 to 2.3);
(iii)  The ability of the Board to function as a unit; and
(iv) Any other factors relevant to its effectiveness.

The above list is not exhaustive.
Evaluation of Board committees

The process should usually be led by the Chair of the committee, reporting to the Chair of the Board. It is for
the Board to determine the frequency with which evaluations of Board committees should take place. Annual
evaluation is considered best practice, but it is recognised that the size of many funded Associations means
that their resource needs to be carefully focused so as to maximise governance performance.

Evaluation of individual Directors

The purpose of individual evaluation is to determine whether each Director continues to contribute effectively
and demonstrate commitment to the role of a Director. This process should normally be led by the Chair of
the Board. The non-executive Directors, led by the senior independent Director, are usually responsible for
performance evaluation of the Chair, taking into account the views of all other Directors. It may be appropriate
to agree individual development plans as a result of these evaluations; these should not be published.

The Association should ensure that its Directors continually update their skills, knowledge and familiarity with the
Association required to fulfil their role. It should provide them with the necessary resources in order to do so.

Atoolkit is available to help Associations undertake such audits. Although such audits can be undertaken by
way of self-assessment, it is important that they are conducted externally every 3 years (as a minimum) to
ensure impartiality in the process (see Requirement 4.2).

Tools/Resources

¢ See Appendix 7: Link to template Board Skills Audit in MS Forms

+ See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow.

o See Appendix 42: County FA Board Director Appraisal - Template
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DEVELOPMENT OF THE BOARD cont’d

Requirement 4.2

External evaluation of the Board shall be facilitated at least every three years or at the request of The
Football Association.

External evaluation of the Board provides independent perspective on the performance of the Board. It should
be facilitated at least every three years or at the request of The Football Association. If the external facilitator
has any other connection with the Association, then this should be disclosed to The Football Association and,
itis recommended, publicly in the annual governance statement. This is because if, for example, the facilitator
also provides other services (e.g. recruitment services) to the Association, there can arise the perception of
alack of objectivity. The provision of other services is not in itself a bar to undertaking facilitation of a Board
review, but the Board must consider any potential conflict of interest.

The Football Association has procured partners to help provide these services to County Football Associations,
although the Association is not obligated to use the procured partners (provided they utilise a provider who
isindependent). The Football Association will endeavour to create processes that minimise costs to the
Associations of such evaluations. Details of these procured partnersare available from Mark Hardcastle,

Senior Operations Delivery Manager.

Tools/Resources

o See Appendix 7: Link to template Board Skills Audit in MS Forms
« See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow.

Requirement 4.3

The Board shall agree and implement a plan to take forward any actions resulting from the evaluations.

Board evaluations are only worthwhile if the issues that are identified are addressed and followed up.

Following an evaluation, the Chair should act on its results by recognising the strengths and addressing the
weaknesses of the Board. This could include, where appropriate, proposing new members be appointed to the
Board or seeking the resignation of Directors.

Continuing development — governance expertise

Associations should consider undertaking activity which will build their governance understanding and
knowledge. This is to ensure that there is continuous development by Associations as a whole of their
governance activity. Relevant activity may include attendance by a Director or senior member of staff ata
governance training event run by a recognised leader in the field (e.g. the Sport and Recreation Alliance, Sport
England, UK Sport, the Institute of Directors, the Institute of Chartered Secretaries and Administrators, a law
firm event, or a private sector conference provider etc.), or by a bespoke training event run for the Association
perhaps in conjunction with other funded Associations in order to promote efficiency.

Tools/Resources

« See Link to template Board Skills Audit in MS Forms

« See Appendix 8: Board Skills: Diagnostic and Evaluation — Independent Assessment Flow
The process flow to support Appendix 8 is available by contacting your FA Regional Manager
to source an appropriate consultant.
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INTEGRITY

Requirement 4.4

Each Association shall adopt a mandatory Directors’ code that, amongst other things, requires all
Directors to act at all times, with integrity, in a forthright and ethical manner and in accordance with their
Association’s conflicts policy (see also Requirement 1.22(b)).

Tools/Resources

+ See Appendix 5: Example of Director and Council Member Code of Conduct

Requirement 4.5

The Directors’ code, terms of reference and other policies of the Board and its committees shall be
reviewed at least every three years to ensure compliance with current laws.

Tools/Resources

¢ See Appendix 1: Model County FA Articles of Association to Comply with Code of Governance
+ See Appendix 5: Example of Director and Council Member Code of Conduct

CONFLICTS OF INTEREST

Requirement 4.6

The Chair shall proactively address and manage conflicts of interests amongst the Directors. No Director
may participate in the discussion of, or vote in respect of, a matter in which they have a material conflict
of interest.

Conflicts of interest can arise where there is a conflict between the interests of the Association and either the
Director’s personal interests or those of another body with which the Director is involved.

The Association may find it helpful to maintain a register of interests.

Acting in the best interests of the Association includes disclosing to the Board (and in the annual report) any
other significant commitments that might impede a Director’s ability to participate or make decisions without
bias. This obligation is on-going, and conflicts must be reported if they arise subsequent to appointment.

Tools/Resources

+ See Appendix 43: ICSA Guidance Note: Specimen Conflict of Interest Policy, Declaration Form and
Register of Interests for Charity Trustees

+ See Appendix 44: Declaration of Interests’ Form — Template
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POLICIES AND

THE PRINCIPLE:

Associations shall comply with all applicable laws and
regulations, undertake responsible financial strategic
planning, and have appropriate controls and risk
management procedures.

CONTENTS

Legal Compliance and Control
Financial Control

Financial Strategy

Risk Management and Internal Control

Equality

PROCESSES

WHY IS THIS IMPORTANT?

Understanding the legal environment and having in
place appropriate financial and other controls help
mitigate risk and enhance stakeholder trust.

77
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80
80
82
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REQUIREMENTS AND RESOURCES

LEGAL COMPLIANCE AND CONTROL

Requirement 5.1

The Board shall ensure that:

(a) bothindividually and collectively it understands the key legal and regulatory obligations which
affect the Board and the Association; and

(b) the Association has appropriate policies and procedures in respect of these obligations.

In order to assist Directors in meeting these requirements, the Director’s written statement of responsibilities
(see Requirement 2.11) may include an outline of key legal and regulatory obligations, and the Directors’
induction process (see Requirement 2.12) could supplement this by explaining what each obligation means.
The obligation is however on-going, and Boards should consider how they can keep their understanding of
these obligations up to date.

Directors are not required to have absolute knowledge of all applicable regulations that may apply to the
Association. However, they must be sufficiently familiar with the applicable regulations to enable them to
identify potential issues and, know the appropriate channels to elevate such issues for further investigation.

Associations are best placed to determine which legal and regulatory obligations are pertinent to them.
This could include the following topics (which is not an exhaustive list):

« Company law;

o Charity law (if applicable);

o Health and safety;

« Data protection;

o Bribery and anti-corruption;

«  Whistle-blowing legislation; and

« Safeguarding of vulnerable groups. (Note: the funding agreements of The Football Association contain
specific obligations concerning safeguarding. These require appropriate policies and procedures to be put
in place, and that Associations implement and adhere to the Safeguarding Operating Standard issued by
The Football Association).

Tools/Resources

+ See Appendix 4: Companies Act 2006 Duties of a Director

¢ See Appendix 36: Director Appointment Letter — Template

« See Appendix 55: Policy Tracker. A smartsheet template has been created for County FAs to use to track
and manage the wide range of policies required as part of section 5 of the Code and their wider regulatory
requirements. The County FA should notify their Regional Manager to set up a Policy Tracker. An exemplar
is provided in the appendix.
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FINANCIAL CONTROL

Requirement 5.2

Each Association shall exhibit honesty, integrity and competence in financial matters.

The Board takes responsibility for ensuring that it and the Association’s staff have the relevant financial
competence and qualifications to meet their obligations. More detailed guidance can be found in the Financial
Management County FA Operating Guidance Manual (see link below).

Tools/Resources

+ See Appendix 10: County FA Finance Director Role Profile - Template

« Refer to the Financial Management County FA Operating Guidance Manual v1.5

Requirement 5.3

The Board shall adopt appropriate and proportionate finance policies and procedures. The Association
shall take all reasonable steps to ensure that these policies and procedures, where appropriate, are
communicated to, and understood and followed by, its Directors, staff and volunteers (where relevant).
The Board must review and update them at least once every two years.

The financial policies and procedures of an Association are an important part of the overall control framework.
Effective policies and procedures, that are understood by the Directors, staff and volunteers will help to ensure
effective management of the Association’s finances. The financial policies should be appropriate for the
Association but would be reasonably expected to include policies covering:

« Controls on expenditure —who can spend what and with whose authority;

« Controls on travel and subsistence —when and what can be claimed for travel and subsistence;

« Exercising budgetary control —who can spend how much and on what, and what expenditure needs
special permission;

« Banking —how income is banked, who can authorise direct debits and how bank accounts are reconciled;

« Procurement —how an Association ensures that effective competitive procurement processes are in place
where appropriate; and

« Reserves—target levels and how these will be monitored.

A policy around reserves is an important element of the financial management and forward financial planning
and a policy would usually establish the target level of reserves for an Association to hold. This level will vary
from Association to Association, and the policy on reserves would set out why a certain level is appropriate for
that Association and therefore why holding these reserves is necessary. The reserves policy is explained in the
the Financial Management County FA Operating Guidance Manual (see link below).

Communication of the relevant policies to staff and volunteers will be important for ensuring that the policies
are understood and followed. Associations may want to consider including relevant policies within their
induction processes and making policies readily accessible via an intranet page or staff handbook.

Tools/Resources

+ See Appendix 10: County FA Finance Director Role Profile - Template

« Referto the Financial Management County FA Operating Guidance Manual v1.5
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FINANCIAL CONTROL cont’d

Requirement 5.4

Each Association must prepare annual accounts which:

(@) comply with legal requirements and recognised accounting standards; and

(b) give specific disclosure of income received from The Football Association and public investors
and clearly account for the expenditure of such funding.

Most Associations will be required to follow the accounting standards set out under UK Generally Accepted
Accounting Principles (GAAP). Responsibility for the approval of the accounts rests with the Board and
Directors should also ensure that the annual accounts are transparent and understandable to members,
funders and the general public.

In addition to the requirements under UK GAAP, as a recipient of public funds, the annual accounts of each
Association should provide visibility of the income received from The Football Association via a note, together
with an analysis of expenditure against that income.

Tools/Resources

« See Appendix 10: County FA Finance Director Role Profile — Template

« Referto the Financial Management County FA Operating Guidance Manual v1.5

Requirement 5.5

The annual accounts must be audited and published on the Association’s website.

As laid out in section 7 of the County FA funding agreement, the County FA must have its accounts
independently audited annually. This can be undertaken by a ‘reporting accountant’, but in any case such
accountant must be wholly independent of the Association. Accounts are to be published where it is easily
accessible to members and the public, for instance on the Association’'s website.

Tools/Resources

¢ See Appendix 10: County FA Finance Director Role Profile - Template

« Referto the Financial Management County FA Operating Guidance Manual v1.5
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L
PRINCIPLE 05: POLICIES AND PROCESSES

FINANCIAL STRATEGY

Requirement 5.6

The Board must actively plan and monitor the financial position and performance of the Association
against an annually approved budget and at least three year financial forecast.

The Board should present a fair and transparent assessment of the Association’s long term position
and future prospects.

This includes establishing a strategic plan and making judgements about the longer term financial viability
and direction of the Association. Typically the strategic plan and financial forecast would be for a minimum
of 3 years and aligned to the National Game Strategy. The Board should have processes in place to monitor
progress against that plan and the one year budget and how they will put in place remedial action if required.

Many Associations in the sporting sector have relied on public funding to contribute to their ongoing
administration costs.

Boards should ensure that their strategy includes a balanced assessment of ways that they might realistically
seek alternative sources of funding or could engage with other partners to deliver shared objectives.
Examples would include engaging members, the public or private sector on sponsorship opportunities or
commercialisation of sporting rights.

RISK MANAGEMENT AND INTERNAL CONTROL

Requirement 5.7

The Association shall maintain robust risk management and internal control systems.

The Board is responsible for determining the nature and extent of the principal risks that it is willing to take
in achieving its strategic objectives.

The Board should ensure there are processes to:

o Consider and maintain a record of identified risks;

o Agree appropriate steps in order to mitigate their potential impact;

« Monitor and review the risk management systems; including detailed risk assessments ; and

« Focus on those risks which could threaten the Association’s financial position, strategic objectives and
future performance.

The Board should describe in their annual report the principal risks and how they are being managed and
mitigated. Risks may include financial, operational, reputational, behavioural or external risks. Financial approval
levels are an example of a financial risk. See Financial Operating Guidance Manual for further information.
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L
PRINCIPLE 05: POLICIES AND PROCESSES

RISK MANAGEMENT AND INTERNAL CONTROL

Requirement 5.7 cont’d

Tools/Resources

+ See Appendix 45: Guidance on the use of Risk Registers and Safeguarding Risks

+ See Appendix 46: Safeguarding Risk Assessment Tool — Template

« See Appendix 47: Sport England: Risk Policy for a Small Association

« Referto Kingston James Charities toolkit: a toolkit for effective risk management: mooreks.co.uk/upload/
pdf/chartiesrisktoolkitfinal.pdf

« Note: County FA Business Continuity Operating Guidance Manual to be launched in 2020/21
« Refertothe Financial Management County FA Operating Guidance Manual v1.5

Requirement 5.8

The Board shall conduct an annual review of the effectiveness of the Association’s risk management and
internal control systems to ensure that they provide reasonable assurance.

Although the design of risk management and internal control procedures will be influenced by the type,
size and complexity of the Association, the Board should monitor the effectiveness of the risk framework
and include this in their annual report.

Examples of appropriate internal control systems which may help an Association mitigate risks include:
o Clearallocation of internal responsibilities and powers which are subject to appropriate authorisations
and approvals;

« Arobust system for the selection and training of employees to ensure suitably qualified individuals
are appointed to positions within the Association; and

o Establishing clear lines of reporting and communication; and developing record-keeping systems
(e.g. accounting systems).

Tools/Resources

+ See Appendix 45: Guidance on the use of Risk Registers and Safeguarding Risks

+ See Appendix 46: Safeguarding Risk Assessment Tool — Template

« See Appendix 47: Sport England: Risk Policy for a Small Association

« Referto Kingston James Charities toolkit: a toolkit for effective risk management: mooreks.co.uk/upload/
pdf/chartiesrisktoolkitfinal.pdf

« Note: County FA Business Continuity Operating Guidance Manual to be launched in 2020/21
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L
PRINCIPLE 05: POLICIES AND PROCESSES

EQUALITY

Requirement 5.9

Each organisation shall be required to achieve and maintain the Preliminary Level of the Equality
Standard for Sport.

This Preliminary level is the minimum level of The Equality Standard, Associations are encouraged to achieve
the highest award attainable.

Tools/Resources

¢ See Appendix 20: How to be a More Inclusive County FA

« See Appendix 48: The UK Equality Standard — A Framework for Sport

« See Appendix 49: The UK Equality Standard — Resource Pack

+ See Appendix 50: The UK Equality Standard for Sport — Guidance for Sports Organisations
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COUNTY FA CODE OF
GOVERNANCE SURGERIES

Since the introduction of the Code of Governance,
regular themed surgeries have taken place for County
FAs. These have been recorded and are available to
replay here.

The surgery themes are as follows:

« Thevalue of an effective Boards (Manchester FA).

o Recruiting independent board members (North
Riding FA).

« Approaching the Code of Governance and
understanding local demographics (Norfolk FA).

« Developing atruly board-owned strategy (London
FA).

« Aguide to changing Articles with Richard
McDermott (The FA).

o Board Recruitment and the value of an effective
Induction (Suffolk FA).

« The Role of the Chair (Association of Chairs).
 Board Skills Audit process (North Riding FA).

« Progressing to good governance and delivering
better diversity outcomes (Jersey FA).

« Managing Conflicts of Interest (The FA).

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 84

A guide to providing evidence in the compliance
framework (Wiltshire FA).

Equality, diversity & inclusion overview (The FA).

Diverse & independent Board Members
(Herefordshire FA).

Managing diverse Board & Council appointments
(London FA).

Governance structure and strategy planning (Berks
& Bucks FA).

Communications in good governance (The FA).
Managing Policy Processes (The FA).
Board reporting (Derbyshire FA).

Stakeholder engagement (Hampshire FA and
Birmingham FA).

Board-led strategies (Lincolnshire FA).
Gathering Evidence (The FA).
Charitable Status considerations (The FA).
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APPENDIX 1

APPENDIX 2
APPENDIX 3
APPENDIX 4
APPENDIX 5
APPENDIX 6
APPENDIX 7
APPENDIX 8

APPENDIX 9

APPENDIX 10
APPENDIX 11
APPENDIX 12

APPENDIX 13
APPENDIX 14
APPENDIX 15

APPENDIX 16
APPENDIX 17

APPENDIX 18
APPENDIX 19

APPENDIX 20
APPENDIX 21

APPENDICES

County FA Code of Governance Articles of Association —
Template and Guidance Notes

Example of Authority Scheme of Delegation (Updated October 2021)
County FA Board of Directors’ Handbook Index — Template
Companies Act 2006 —Duties of a Director

Example of Director and Council Member Code of Conduct

Example of a Board of Directors’ Agenda

Board Skills Audit

Board Skills: Diagnostic and Evaluation — Independent Assessment
Flow (updated October 2021)

County FA Chief Executive Officer Role Profile — Template
(updated October 2021)

County FA Finance Director Role Profile — Template (updated October 2021)
County FA Chair of the Board of Directors Role Profile — Template

County FA Governance Nomination and Appointment Committee —
Terms of Reference

Board Recruitment Process Guidelines
County FA Senior Independent DirectorRole Profile (updated October 2021)

ICSA Guidance Note: The Roles of the Chairman, Chief Executive and
Senior Independent Director under the Combined Code

ICSA Guidance Note: Terms of Reference for the Audit Committee

County FA Board Nomination and Appointment Committee Chair —
Role Profile — Template (updated October 2021)

Inclusion Advisory Groups (IAGs)What You Need To Know

Recruitment Pack for Appointment of County FA Independent
Chair of Inclusion Advisory Group/Board/Network

How to be a More Inclusive County FA

County FA Independent Chair of Inclusion Advisory Group —
Role Profile — Template

CODE OF GOVERNANCE FOR COUNTY FAs | Page 87

90

115
117
118
121
128
130

131

133
137
141

146
149
150

155
172

192
196

209
216

220



APPENDIX 22

APPENDIX 23
APPENDIX 24
APPENDIX 25
APPENDIX 26
APPENDIX 27
APPENDIX 28

APPENDIX 29
APPENDIX 30

APPENDIX 31
APPENDIX 32
APPENDIX 33

APPENDIX 34
APPENDIX 35
APPENDIX 36
APPENDIX 37
APPENDIX 38
APPENDIX 39
APPENDIX 40
APPENDIX 41
APPENDIX 42
APPENDIX 43

APPENDICES

cont'd

County FA Remuneration Committee Terms of Reference -
Template (updated October 2021)

Risk Committee Terms of Reference — Template

County FA Youth Council Guidance

County FA Youth Council Constitution and Terms of Reference — Template

The Youth Council Code of Conduct
Understanding and Engaging with Under-18s

Sporting Equals Guidance Document:How to Increase Ethnic Diversity
in Sports Leadership

County FA Equality Policy — Template

Sport England: Suggested Key Requirements of a Board and Sport
Diversity Action Plan

Example of a County FA Equality and Diversity Action Plan
Sport England and UK Sport Guidance Document: Diversity Action Plan

Documents to consider including in Governance Section of
County FA Website

County FA Generic Role Profile - Template (updated October 2021)
County FA Director Application Pack (updated October 2021)
Director Appointment Letter — Template

Equality and Diversity Monitoring Form

Example of Article for County FAs to Co-opt Directors

County FA Succession Planning Guidance

Director’s Declaration of Good Character

Example of Induction Checklist for Directors

County FA Board Director Appraisal — Template

ICSA Guidance Note: Specimen Conflict of Interest Policy, Declaration
Form and Register of Interests for Charity Trustees

CODE OF GOVERNANCE FOR COUNTY FAs | Page 88

224
226
230
235
243
249

256
273

277
281
286

302
303
307
314
316
319
320
325
327
331

335



APPENDIX 44
APPENDIX 45
APPENDIX 46
APPENDIX 47
APPENDIX 48
APPENDIX 49
APPENDIX 50
APPENDIX 51
APPENDIX 52
APPENDIX 53
APPENDIX 54
APPENDIX 55

APPENDICES

cont'd

Declaration of Interests’ Form — Template

Guidance on the use of Risk Registers and Safeguarding Risks
Safeguarding Risk Assessment Tool — Template

Sport England: Risk Policy for a Small Association

The UK Equality Standard — A Framework for Sport

The UK Equality Standard — Resource Pack

The UK Equality Standard for Sport — Guidance for Sports Organisations
Independent Non-Executive DirectorRole Profile

Independent Non-Executive Commercial Director Role Profile
Independent Non-Executive Human Resource Director Role Profile
Board Tracker

Policy Tracker

THE FA'S CODE OF GOVERNANCE FOR COUNTY FAs: VERSIONS, DATES AND CHANGES

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 89

358
359
364
381
386
415
440
456
460
463
466
467

468



APPENDIX 1

County FA Code of Governance Articles of
Association — Template and Guidance Notes

County FA Code of Governance Articles of Association —
Template

Company Number:

THE COMPANIES ACT 2006

COMPANY LIMITED BY GUARANTEE

ARTICLES OF ASSOCIATION
OF
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PART 1: INTERPRETATION

1. Defined Terms
In the Articles, unless the context requires otherwise:
#1986 Act” —or any numbered section of it, means

the Insolvency Act 1986 or such section as
amended, restated or re-enacted from time to time;

“Act”- or any numbered section of it, means the
Companies Act 2006 or such section as amended,
restated or re-enacted from time to time;

“Articles” — means the Association’s articles of
association, as amended from time to time;

“Association” —means the county football association
called ;

“chairman” — has the meaning given in Article 13;

“chairman of the meeting” — has the meaning given
in Article 28;

: “council elected
director” — means a director appointed in
accordance with Article 16.1.5;]

“council terms” -
means any standing orders or terms of reference
regulating the conduct of business of council
adopted by the council from time to time pursuant to
Article 40.1;]

“director” — means a director of the Association;

“document” or “notice” —includes, unless otherwise
specified, any document or notice sent or supplied
by electronic communication;

“elected director” — means a director appointed in
accordance with Article 16.1.1;

“electronic communication” — means any document
orinformation sent or supplied in electronic form
within the meaning of section 1168 of the Act;

“the Football Association” — means the company
called “Football Association Limited” registered
in England and Wales with company registration
number 00077797,

“the Football Association Council” — means the
Council of the Football Association;

“member” —has the meaning given in section 112
of the Act;

“model articles” — means the model articles
of association for a private company limited
by guarantee set out in Schedule 2 of the
Companies (Model Articles) Regulations 2008
(S12008/3229) and any amendment
or replacement from time to time;

‘“objects” —the Association’s objects as set out in
Article 2;

“ordinary resolution” —has the meaning given in
section 282 of the Act and includes such aresolution
passed by written resolution;

“proxy notice” — has the meaning given in Article 34;

“Rules” —means the provisions for the regulation of
football matters known as the “Rules of The Football
Association Limited” as applicable from time to time
and any regulations, standing orders, decisions,
rulings, findings, penalties or orders of any nature
made pursuant to the Rules;

“secretary” —means the Association secretary (if any)
and includes any joint, assistant or deputy secretary;

“senior independent director” —has the meaning
givenin Article 16.4;

“special resolution” —has the meaning given in
section 283 of the Act and includes such a resolution
passed by written resolution;

“statutes” — means the Act and every other statute or
statutory instrument, law or regulation for the time
being in force and concerning companiesin so far as
they apply to the Association;

“writing” — means the representation or reproduction
of words, symbols or other information in a visible
form by any method or combination of methods,
whether sent or supplied in electronic form or
otherwise; and
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“youth council terms”
—means any standing orders or terms of reference
regulating the conduct of business and membership of
youth council adopted by the youth council from time
to time pursuant to Article 40.3;].

1.1  Words denoting the singular number include
the plural number and vice versa; words
denoting the masculine gender include
the feminine gender; and words denoting
persons include bodies corporate (however
incorporated) and unincorporated, including
unincorporated associations of persons and
partnerships.

1.2 Unless the context otherwise requires, other
words or expressions contained in these
Articles bear the same meaning asin the Act.

1.3  Themodelarticles shall not apply to the
Association.

PART 2: OBJECTS

2. Objects

The primary objects for which the Association

is established is to operate the county football
association and promote participation in amateur
footballin , but this shall not restrict
the objects of the Association. The directors may do
all such other things in furtherance of these objects as
they consider fit.

PART 3: APPLICATION OF INCOME AND
PROPERTY AND DIRECTORS’ BENEFITS

3. Application of Income and Property

3.1 Theincome and property of the Association
shall be applied solely towards the promotion
of the objects, and no part thereof shall be paid
or transferred directly or indirectly, by way of
dividend, bonus or otherwise by way of profit,
to the members of the Association. This does
not prevent:

311 Amember of the Association receiving
abenefit from the Association in
the capacity of a beneficiary of the

Association; or

3.1.2 Reasonable and proper remuneration
to any member of the Association for
any goods or services provided to the

Association.

4., The Association

41

4.2

5.
51

5.2

53

531

53.2

533

The members and directors of the Association
shall so exercise their rights, powers and duties
and shall where appropriate use their best
endeavours to ensure that others conduct
themselves so that the business affairs of the
Association are carried out in accordance with
the Rules for the time being in force.

No
proposed alteration to the provisions set out
herein shall be effective unless the proposed
alteration has been approved in writing by the
Football Association 14 days or more before
the day on which the alteration is proposed to
take place.]

Conflicts of Interest

Adirector must declare to the other directors
any situation of which he or she is aware in
which he or she has, or could have, a direct
orindirect interest that conflicts, or might
conflict, with the interests of the Association
unless the situation cannot reasonably be
regarded as likely to give rise to a conflict of
interest.

An interest of a director to be disclosed under
Article 5.1 may be declared at a meeting of
directors, by notice in writing pursuant to
section 184 of the Act or by means of a general
notice under section 185 of the Act.

If a conflict of interest arises for a director and
the conflict is not authorised by virtue of any
other provision in the Articles, the remaining
directors may authorise such a conflict of
interest if each of the following conditions is
satisfied:

The director is absent from the part of
any meeting at which there is discussion
of the conflict of interest, including any
arrangement or transaction affecting that
other organisation, company or person;

The director does not vote on any such
matter and is not to be counted when
calculating whether a quorum of directors
is present at the meeting; and

The remaining directors are satisfied
and agree that it is in the interests of the
Association to authorise the conflict of
interest which has arisen.
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PART 4: DIRECTORS

DIRECTORS’ POWERS AND
RESPONSIBILITIES

6. Directors’ General Authority

The directors are responsible for the management

of the Association’s business, for which purpose they
may exercise all the powers of the Association and do
on behalf of the Association all such acts as may be
done by the Association as are not by statutes or by the
Articles required to be done by the Associationin

a general meeting.

7.
7.1

711
7.1.2

7.13
7.14

7.15

7.2

7.3

Directors may Delegate

Subject to the Articles, the directors may
delegate any of the powers which are
conferred on them under the Articles:

To such person or committee;

By such means (including by power of
attorney);

To such an extent;

In relation to such matters or territories;
and

Onsuch terms and conditions, as they
think fit.

Any such delegation may authorise further
delegation of the directors’ powers by any
person to whom they are delegated.

The directors may revoke any delegation in
whole or part or alter its terms and conditions.

8. Committees

8.1

8.2

8.3

Committees to which the directors delegate
any of their powers must contain at least one
director and must follow procedures which are
based as far as they are applicable on those
provisions of the Articles which govern the
taking of decisions by directors.

The directors may make rules of procedure for
all or any committees, which prevail over any
rules or bye-laws derived from the Articles if
they are not consistent with them.

As a minimum the directors shall maintain an
equality committee and any other committees
required by the Rules from time to time.

The directors shall also maintain an audit
committee and a nominations committee

unless the directors consider it appropriate

for the directors to actin place of such
committees, as well as such other committees
as the directors consider necessary to support
them.

DECISION-MAKING BY DIRECTORS

9. Meetings of Directors

9.1

9.2

9.3

9.4

Subject to the provisions of these Articles, the
directors may meet together for the despatch
of business, adjourn and otherwise regulate
their meetings as they think fit.

At any time any director may, and the
secretary on the requisition of a director shall,
summon a meeting of the directors.

Any such notice shall specify where, when and
how the meeting is to be held. Any director
may waive notice of any meeting and such
waiver may be retrospective.

All acts done in good faith by any meeting
of the directors or of any committee

shall, notwithstanding it being discovered
afterwards that there was some defectin
the appointment or continuance in office of
any such persons or that they or any of them
were disqualified, be as valid as if every such
person had been duly appointed or had duly
continued in office and was qualified to be a
director or member of the committee as the
case may be.

10. Quorum for Meetings and Voting

10.1

10.2

10.3

The quorum necessary for the transaction of
business of the directors may be fixed from
time to time by the directors and, unless so
fixed at any other number, shall be two.

A meeting of the directors at which a quorum
is present shall be competent to exercise all
powers and discretions for the time being
exercisable by the directors.

Questions arising at any meeting of the
directors shall be determined by a majority
of votes. In case of an equality of votes the
chairman shall have a second or casting vote.
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11. Participation in Directors’ Meetings

111

Subject to the Articles, directors “participate”
in a directors’' meeting, or part of a directors’
meeting, when:

11.1.1 The meeting has been called and takes

place in accordance with the Articles; and

11.1.2 They can each communicate to the others

11.2

11.3

any information or opinions they have on
any particular item of the business of the
meeting.

In determining whether directors are
participating in a directors’ meeting, it is
irrelevant where any director is or how they
communicate with each other.

If all the directors participating in a meeting are
not in the same place, they may decide that
the meetingis to be treated as taking place
wherever any of themiis.

12. Resolutions in Writing

12.1

12.2

A resolution executed by all the directors, or by
all the members of a committee constituted
under these Articles, shall be as valid and
effectual as if it had been passed at a meeting
of the directors, or (as the case may be) at a
meeting of that committee, which in every
case was duly convened and held.

For the purposes of this Article 12:

12.2.1 Aresolution shall consist of one or more

written instruments or one or more
electronic communications sent to

an address specified for the purpose

by the secretary, or a combination of
them, provided that each such written
instrument and electronic communication
(if more than one) is to the same effect;

12.2.2 Awritteninstrumentis executed when the

person executing it signs it;

12.2.3 Anelectronic communication is executed

when the person executing it sends it
provided that it has been authenticated in
such manner (if any) as the secretary shall
prescribe;

12.2.4 Thedirectors, or (as the case may be)

members of a committee constituted
under these Articles, need not execute

the same written instrument or electronic
communication;

12.2.5 Aresolution shall be effective when the
secretary certifies that sufficient evidence
has been received by him or her that
the resolution has been executed in
accordance with this Article 12; and

12.2.6 If nosecretary is appointed, the chairman
shall perform the functions of the
secretary under this Article 12.

13. Chairing of Directors’ Meetings

13.1 The members may appoint a director to chair
directors’' meetings (the “chairman”). The
chairman shall not be the chief executive
officer of the Association (or any equivalent
office holder).

13.2 The chairman shall immediately cease to
hold such appointment upon ceasing to be a
director.

13.3 Ifthe chairman is not participating in a
directors’' meeting within ten minutes of the
time at which it was to start, the participating
directors must appoint one of themselves to
chairit.

14. Records of Decisions to be Kept

The directors must ensure that the Association keeps
arecord, in writing, for at least 10 years from the date
of the decision recorded, of every decision taken by
the directors.

APPOINTMENT AND RETIREMENT
OF DIRECTORS

15. Number of Directors

15.1 The number of directors shall be subjecttoa
maximum of 12.

15.2 Noless than one third of the directors from
time to time shall be independent.

15.3 The
number of council elected directors shall not
exceed one third of the directors holding office
from time to time.]
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16. Methods of Appointing Directors
16.1 Save as otherwise provided in the Articles, the

directors of the Association shall be:

16.1.1 Such persons as the Association may by

ordinary resolution appoint who are willing
to actto as adirector;

16.1.2 Such other persons as the directors may

from time to time co-opt to the board of
directors on a temporary basis, provided
that any co-opted director shall not be
entitled to hold office for a period of
longer than one year save in exceptional
circumstances documented by the
directors;

16.1.3 [Option (where appointing the

Equality Committee Director as a full
Director and not just as an observer):
one member of the equality committee
established pursuant to Article 8.3;]

16.1.4 [Insert any specific office holders

who should be Directors (e.qg.

CEO, Treasurer), noting that it is
recommended that the CEO is on the
board - Counties to determine;]

16.1.5 [Insert any specific process for

appointment from Council — Counties
to determine].

16.2 No person may be appointed as a director:

16.2.1 Unless he or she has attained the age of

18 years; or

16.2.2 Incircumstances such that, had he or she

already been a director, he or she would
have been disqualified from acting under
the provisions of Article 18.

16.3 [Option (where only appointing Equality

Committee Director as an observer): The
equality committee established pursuant to
Article 8.3 shall be entitled to appoint one
member who is not otherwise a director to
attend directors’ meetings as an observer. In
this capacity, he or she shall be entitled to
receive notice of, and attend and speak at, all
directors’ meetings and to receive copies of all
board papers as if he or she were a director, but
shall not be entitled to vote on any resolutions
proposed, shall not count towards the quorum
for the meeting or have any rights of a director
and shall not hold himself or herself out as a
directorinany way.]

16.4 Thedirectors shall nominate an independent

non-executive director to act as the senior
independent director. The senior independent
director shall act as a sounding board for the
chairman, serve as an intermediary for the
other directors when necessary, act as an
alternative contact for members of council

if the normal channels of communication to
the directors through the chairman or the
Association’s executive team fail to resolve
matters or where the use of such channels
may be inappropriate, and lead on the
process of appraising the performance of the
chairman.

17. Term of Office

17.1 Atthe third annual general meeting following

the date of his or her appointment, an elected
director shall retire from office and may offer
himself or herself for re-appointment by

the members. Elected directors shall not be
entitled to offer themselves for re-appointment
at more than two annual general meetings at
which he or sheis eligible for re-appointment
in accordance with this Article, provided that:

17.1.1 Anelected director may stand for further

re-election and serve for a period of up to
twelve years from the date of his or her
first appointment as a director if he or she
is appointed as chairman or appointed to
the Football Association Council during his
or her term of office as a director; and

17.1.2 Theboard may in exceptional

circumstances permit an elected director
to hold office for a period up to a further
year beyond the date on which he or she
would otherwise have retired without
being eligible for re-appointmentin
accordance with this Article.

17.2 [Option (where a Director is appointed

from Council): At the council meeting
immediately preceding the third anniversary
of his or her appointment as a council elected
director, a council elected director shall retire
from office as a director and may offer himself
or herself for re-appointment by council.
Council elected directors shall not be entitled
to offer themselves for re-appointment at
more than two such council meetings at
which he or she is eligible for re-appointment
in accordance with this Article, subject to the
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17.3

174

exceptionsin Articles 17.1.1 and 17.1.2 also
applying to council elected directors in the
same way as elected directors].

If a director retires pursuant to Article 17.1

, he or she shall not be eligible for
re-appointment to the board until a period of
four years has passed from the date of his or
her retirement.

The term limits in Article/s] 17.1

shall apply retrospectively from the date of
the relevant director’s appointment, whether
before the date of adoption of these Articles
or not.

18. Termination of Director’s
Appointment
A person ceases to be a director:

18.1

18.2

18.3

If he or she ceases to be a director by virtue of
any provision of the Act or he or she becomes
prohibited by law from being a director;

If he or she has a bankruptcy order made
against him oris declared bankrupt by any
court of competent jurisdiction or where he or
she makes any arrangement or composition
with his or her creditors generally or applies
for an interim order under section 253 of

the 1986 Act in connection with a voluntary
arrangement under the 1986 Act;

If he or she dies or he or she is, or may be,
suffering from mental disorder and either:

18.3.1 He orsheis admitted to hospital in

18.3.2

pursuance of an application for admission

for treatment under the Mental Health Act
1983 or any similar law in any jurisdiction;

or

An order is made by a court having
jurisdiction (whether in the United
Kingdom or elsewhere) in matters
concerning mental disorder for his or her
detention or for the appointment of a
receiver, curator bonis or other person to
exercise powers with respect to his or her
property or affairs;

18.4

18.5

18.6

18.7

18.8

18.9

If by notice in writing to the Association he or
she resigns (but only if at least two directors
remain in office when the notice of resignation
is to take effect);

If such person is subject to a decision of the
Football Association that such person be
suspended from holding office or from taking
part in any football activity relating to the
administration or management of a football
club;

if he
or she no longer complies with the provisions
of any regulations of the Football Association
relating to “Owners and Directors” as shall be in
force from time to time pursuant to paragraph
J(1)(f) of the Rules;]

If he or she is the subject of a decision of the
Football Association, UEFA or FIFA that he

or she be suspended permanently or fora
specified period from taking part in football
management and/or football administration
and/or any football related activity pursuant
to any applicable disciplinary provisions
under the rules or statutes of UEFA or FIFA (as
appropriate);

If he or she no longer complies with a
declaration of good character given by the
director upon taking office or the Association’s
directors’ code from time to time;

If he or she ceases to hold office by reason of
any order made under the Company Directors
Disqualification Act 1986 or by virtue of any
provision of the statutes;

18.10 If he or she is removed by the members of the

Association by a majority vote;

18.11 Ifhe or she is convicted of any criminal offence,

other than any minor motoring or similar
offence that cannot reasonably damage the
reputation of the Association; or

18.12 Where he or she is an ex officio director, if he

or she ceases to hold the office by which he or
she became entitled to be a director.
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19. Directors’ Indemnity

19.1 Subject to the provisions of the Act, and so far
as may be consistent with the statutes:

19.1.1 Everydirector and every other officer
other than the Association’s auditor or the
reporting accountant may be indemnified
out of the assets of the Association against
all costs, charges, losses, expenses and
liabilities incurred by him or herin the
actual or purported execution and/or
discharge of his or her duties and/or the
actual or purported exercise of his or her
powers and/or otherwise in relation to,
orin connection with, his or her duties,
powers or offices, in each case to the extent
permitted by section 232 of the Act; and

19.1.2 The Association may also provide funds
to any director or any other officer

(other than the Association’s auditor or
reporting accountant) or do anything to
enable a director or such other officer to
avoid incurring expenditure, in each case
in the manner permitted by and subject
to the restrictions required by section 205
of the Act.

PART 5: MEMBERS

BECOMING AND CEASING
TO BE AMEMBER

20. Applications for Membership

20.1 The subscribers to the memorandum shall be

members of the Association.

20.2 No person shall become a member of the

Association unless:

20.2.1 That person has completed an application
for membership in a form approved by the
directors; and

20.2.2 That person has paid the annual
subscription.

20.3 Thedirectors may from time to time establish
rules for membership of the Association
setting out, inter alia, criteria for membership,
categories of membership, rights and
obligations of members, and fees payable by
members, provided that such rules do not:

20.3.1 Conflict with the articles; and

20.3.2 Allow open membership to all without
discrimination on any grounds.

21. Termination of Membership

21.1 Anpersonshallimmediately cease to be a
member (provided that at least one member
remains on the Register of Members
thereafter):

21.1.1 Ifthe memberis removed by notice in
writing to the Association signed by a
majority of the remaining members;

21.1.2 If bynotice in writing to the Association,

the member resigns his or her

membership;

2113

2114

If he or she dies; or

If he or she fails to pay any subscription as
soon as itis due and payable.

22. Transfer of Membership

Membership of the Association is not transferable.

ORGANISATION OF GENERAL MEETINGS

23. General Meetings

The directors may whenever they think fit convene

a general meeting and shall, following requisition in
accordance with the Act, proceed to convene a general
meeting in accordance therewith.

24. Calling General Meetings

24.1 A general meeting of the Association shall be
called by at least 14 days’ clear notice.

24.2 The Association may give such notice by any
means or combination of means permitted by

the Act.

A general meeting, notwithstanding that it
has been called by a shorter notice than that
specified above, shall be deemed to have
been duly called ifitis so agreed by a majority
in number of the members having aright

to attend and vote at the meeting, being a
majority who together hold not less than 90
per cent of the total voting rights.

24.3
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25. Notice of General Meetings

25.1 Everynotice calling a general meeting shall
specify the place and the day and hour of the
meeting.

25.2 There shall appear with reasonable
prominence in every such notice a statement
that a member entitled to attend and vote is
entitled to appoint a proxy to attend, speak
and vote instead of him and that a proxy need

not be a member of the Association.

25.3 The text of each special resolution to be
proposed at the general meeting shall be
set outin the notice. Either the text of, or
sufficient information to enable a member
to understand the purpose of, each ordinary

resolution shall be set out in the notice.

26. Attendance and Speaking at
General Meetings

26.1 Apersonisable to exercise the right to speak
at a general meeting when that person is
in a position to communicate to all those
attending the meeting, during the meeting,
any information or opinions which that person
has on the business of the meeting.

26.2 Apersonisable to exercise the right to vote at

a general meeting when:

26.2.1 That personis able to vote, during the
meeting, on resolutions put to the vote at
the meeting; and

26.2.2 That person’s vote can be taken into
account in determining whether or not
such resolutions are passed at the same
time as the votes of all the other persons

attending the meeting.

26.3 The directors may make whatever
arrangements they consider appropriate to
enable those attending a general meeting to
exercise their rights to speak or vote at it.

26.4 Indetermining attendance at a general
meeting, it is immaterial whether any two or
more members attending it are in the same

place as each other.

26.5 Two or more persons who are not in the same
place as each other attend a general meeting if
their circumstances are such that if they have
(or were to have) rights to speak and vote at
that meeting, they are (or would be) able to

exercise them.

27. Quorum for General Meetings

If the Association only has one member that member
shall be a quorum. In any other case two members
entitled to vote upon the business to be transacted

or one-tenth of the total number of such persons for
the time being, whichever is the greater, shallbe a
quorum. A proxy or an authorised representative of a
member shall count for the purposes of the quorum. No
business other than the appointment of the chairman
of the meeting is to be transacted at a general meeting
if the persons attending it do not constitute a quorum.

28. Chairing General Meetings

28.1 Ifthe members have not appointed a
chairman, or if the chairman is unwilling to
chair the meeting or is not present within ten
minutes of the time at which a meeting was

dueto start:

28.1.1 Thedirectors present; or
28.1.2 (If nodirectors are present) the meeting,

must appoint a director or member to chair
the meeting, and the appointment of the
chairman of the meeting must be the first
business of the meeting.

28.2 The person chairing a meeting in accordance
with this Article is referred to as “the chairman

of the meeting”.

29. Attendance and Speaking
by Directors and Non-Members

29.1 Directors may attend and speak at general
meetings, whether or not they are members.

29.2 The chairman of the meeting may permit
other persons who are not:

29.2.1 Members of the Association; or

29.2.2 Otherwise entitled to exercise the rights of
members in relation to a general meeting,
to attend and speak at a general meeting.

30. Adjournment

30.1 Ifthe persons attending a general meeting
within half an hour of the time at which the
meeting was due to start do not constitute
aquorum, or if during a meeting a quorum
ceases to be present the chairman of the

meeting must adjourn it.
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30.2 The chairman of the meeting may adjourna
general meeting at which a quorumis present if:

30.2.1 The meeting consents to an adjournment;
or

30.2.2 It appears to the chairman of the meeting
that an adjournment is necessary to
protect the safety of any person attending
the meeting or ensure that the business
of the meeting is conducted in an orderly

manner.

30.3 The chairman of the meeting must adjourn
a general meeting if directed to do so by the
meeting.

30.4 When adjourning a general meeting, the
chairman of the meeting must:

30.4.1 Either specify the time and place to which
itis adjourned or state that it is to continue
at atime and place to be fixed by the
directors; and

30.4.2 Haveregardto anydirections as to the
time and place of any adjournment which
have been given by the meeting.

30.5 Ifthe continuation of an adjourned meeting

is to take place more than 14 days after it was
adjourned, the Association must give at least
7 clear days' notice of it (that is, excluding the
day of the adjourned meeting and the day on
which the notice is given):

30.5.1 Tothe same persons to whom notice of
the Association’s general meetings is
required to be given; and

30.5.2 Containing the same information which
such notice is required to contain.

30.6 No business may be transacted at an
adjourned general meeting which could not
properly have been transacted at the meeting
if the adjournment had not taken place.

VOTING AT GENERAL MEETINGS

31. Voting: General

Aresolution put to the vote of a general meeting must
be decided on a show of hands unless a pollis duly
demanded in accordance with the Articles.

32. Errors and Disputes

32.1 Noobjection may be raised to the qualification
of any person voting at a general meeting except
at the meeting or adjourned meeting at which
the vote objected tois tendered, and every vote
not disallowed at the meeting is valid.

32.2 Anysuch objection must be referred to the
chairman of the meeting, whose decision is final.

33. Poll Votes
33.1 Apollonaresolution may be demanded:
33.1.1 Inadvance of the general meeting where
itisto be put to the vote; or

33.1.2 Atageneral meeting, either before a show

of hands on that resolution orimmediately
after the result of a show of hands on that
resolution is declared.

33.2 Apollmaybe demanded by:

33.21
33.2.2
33.2.3

The chairman of the meeting;
The directors;

Two or more persons having the right to
vote on the resolution; or

33.24 Aperson or persons representing not less
than one tenth of the total voting rights of
all the members having the right to vote

on the resolution.
33.3 Ademand for a poll may be withdrawn if:

33.3.1 The pollhas not yet been taken; and

33.3.2 The chairman of the meeting consents to
the withdrawal.

334 Polls must be taken immediately and in such
manner as the chairman of the meeting directs.

34. Content of Proxy Notices

34.1 Proxies may only validly be appointed by a
notice in writing (a “proxy notice”) which:

34.1.1 Statesthe name and address of the
member appointing the proxy;

34.1.2 Identifies the person appointed to be
that member’s proxy and the general
meeting in relation to which that person is

appointed;
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34.1.3 Issigned by or on behalf of the member

3414

34.2

343

344

appointing the proxy, or is authenticated
in such manner as the directors may
determine; and

Is delivered to the Associationin
accordance with the Articles and any
instructions contained in the notice of the
general meeting to which they relate.

The Association may require proxy notices to
be delivered in a particular form and, subject to
the Act, by a particular time and may specify
different forms for different purposes.

Proxy notices may specify how the proxy
appointed under them is to vote (or that the
proxy is to abstain from voting) on one or more
resolutions.

Unless a proxy notice indicates otherwise, it
must be treated as:

34.4.1 Allowing the person appointed under it as

34.4.2

a proxy discretion as to how to vote on any
ancillary or procedural resolutions put to
the meeting; and

Appointing that person as a proxy in
relation to any adjournment of the general
meeting to which it relates as well as the
meeting itself.

35. Delivery of Proxy Notices

351

35.2

353

354

A person who is entitled to attend, speak or
vote (either ona show of hands or on a poll)

at a general meeting remains so entitled in
respect of that meeting or any adjournment of
it, even though a valid proxy notice has been
delivered to the Association by or on behalf of
that person.

An appointment under a proxy notice may

be revoked by delivering to the Association a
notice in writing given by or on behalf of the
person by whom or on whose behalf the proxy
notice was given.

Anotice revoking a proxy appointment only
takes effectif it is delivered before the start of
the meeting or adjourned meeting to which it
relates.

If a proxy notice is not executed by the person
appointing the proxy, it must be accompanied
by written evidence of the authority of the
person who executed it to execute it on the
appointor’s behalf.

36. Amendments to Resolutions

36.1 Anordinary resolution to be proposed at a

general meeting may be amended by ordinary
resolution if:

36.1.1 Notice of the proposed amendment is

36.1.2

36.2

given to the Association in writing by a
person entitled to vote at the general
meeting at which it is to be proposed not
less than 48 hours before the meeting is
to take place (or such later time as the
chairman of the meeting may determine);
and

The proposed amendment does not, in
the reasonable opinion of the chairman of
the meeting, materially alter the scope of
the resolution.

A special resolution to be proposed at a
general meeting may be amended by ordinary
resolution if:

36.2.1 The chairman of the meeting proposes

36.2.2

36.3

371

37.2

the amendment at the general meeting
at which the resolution is to be proposed;
and

The amendment does not go beyond
what is necessary to correct a grammatical
or other non-substantive error in the
resolution.

If the chairman of the meeting, acting in good
faith, wrongly decides that an amendment to a
resolution is out of order, the chairman'’s error
does not invalidate the vote on that resolution.

37. Resolutions in Writing

Aresolution executed by such number of
members as would have been required to
vote for the resolution had it been proposed in
general meeting at which all of the members
were present and voting shall be as valid and
effectual as if it had been passed at a general
meeting duly convened and held.

For the purposes of this Article 37:

37.2.1 Avresolution shall consist of one or more

written instruments or one or more
electronic communications sent to

an address specified for the purpose

by the secretary, or a combination of
them, provided that each such written
instrument and electronic communication
(if more than one) is to the same effect;
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37.2.2 Awritteninstrumentis executed when the
person executing it signs it;

37.2.3 Anelectronic communication is executed
when the person executing it sends it
provided that it has been authenticated in
such manner (if any) as the secretary shall
prescribe;

37.24 The members need not execute the
same written instrument or electronic
communication;

37.2.5 Aresolution shall be effective when the
secretary certifies that sufficient evidence
has been received by him or her that
the resolution has been executed in
accordance with this Article 37;

37.2.6 Ifnosecretaryis appointed, the chairman
shall perform the functions of the
secretary under this Article 37;

37.2.7 Theresolution must be accompanied by a
statement informing the member how to
signify his or her agreement to it and the
date by which this is to be done; and

37.2.8 Aproposed written resolution will lapse if
itis not passed before 28 days from the
circulation date.

PART 6: COUNCIL AND YOUTH COUNCIL

[Part 6 is optional depending whether the County
FA has a Council or an alternative structure, and
should be adapted to reflect the makeup of the
particular County FA]

38. Bodies

38.1 There shall be a body known as the council of
[insert name of County FA].

38.2 The following shall be members of council:

38.2.1 [County FA to insert as appropriate]

38.3 [Note: to be reviewed against full council
provisions in the Articles and any standing
orders] Any person who holds a position on
council other than as a current representative
of a stakeholder group of the Association shall
only be entitled to be an honorary member
of council, entitled to attend but not vote at
council meetings.

384

There shall be a body known as the youth
council of [insert name of County FA], to
represent the interests of young people.

39. Term Limits

39.1

39.2

39.3

Each council member shall serve as a

council member from the date of his or her
appointment until his or her replacement or
vacation of office in accordance with these
Articles. A council member shall serve office
for a maximum of [fwo terms of four years]
[three terms of three years], at which point
he or she shall retire. Each term shall run

from the date of his or her appointment or
most recent re-appointment until the council
meeting immediately preceding the end of the
time period of a term of office at which point,
subject to any provisions of any council terms,
he or she shall be eligible for re-appointment at
such council meeting.

A council member who is a director shall be
entitled to remain on council as an honorary
member of council, entitled to attend but
not vote at council meetings, for such period
beyond which he or she would otherwise be
required to retire in accordance with Article
39.1 as he or she remains a director.

The board may in exceptional circumstances
where a suitable replacement cannot be found
permit a council member to serve for a further
term of the same length as set out in Article
39.1 beyond the date on which he or she
would otherwise have retired without being
eligible for re-appointment in accordance with
Article 39.1.

40. Powers of Council and Youth Council

40.1

[Note: optional for each County FA to
determine the detail regarding the
conduct of business of Council and Youth
Council. It can either be set out in the
Articles, or in standing orders or terms

of reference. If wishing to set out the
parameters of the Council in this section,
the recommended starting point is
adapting the County FA’s existing council
provisions for inclusion in this section]
Subject to approval of the directors, the council

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 101



40.2

40.3

404

PART

may amend or adopt standing orders or
terms of reference regulating the conduct of
business of council (“council terms”).

The council shall have the powers set out
in ,and
may have rights to consult and challenge the
directors on matters agreedin

,butinno event can the
council make any decision on any financial or
commercial matter or override the ultimate
decision making authority and powers of the
directors.

Subject to approval of the directors, the youth
council may amend or adopt standing orders
or terms of reference regulating the business
and membership of youth council (“youth
council terms”).

The youth council shall have the powers set
outin
,and may have rights to consult and
challenge the directors on matters agreed in
,but
in no event can the youth council make any
decision on any financial or commercial matter
or override the ultimate decision making
authority and powers of the directors.

: LIABILITY OF MEMBERS AND

DISSOLUTION

41. Liability Of Members

411

Each member undertakes that, if the
Association is wound up while he or she is
a member or within one year after he or
she ceases to be a member, he or she will
contribute an amount to the assets of the
Association as may be required for:

41.1.1 Payment of the Association’s debts and

41.1.2

41.1.3

liabilities contracted before he or she
ceases to be amember;

Payment of the costs, charges and
expenses of winding up; and
Adjustment of the rights of the
contributories among themselves,
provided that such amount shall not in
aggregate exceed £1.

PART

: ADMINISTRATIVE

ARRANGEMENTS

42. Means of Communication to be Used

421

42.2

42.3

Subject to the Articles, anything sent or
supplied by or to the Association under the
Articles may be sent or supplied in any way
in which the Act provides for documents or
information which are authorised or required
by any provision of that Act to be sent or
supplied by or to the Association.

Subject to the Articles, any notice or
document to be sent or supplied to a director
in connection with the taking of decisions

by directors may also be sent or supplied by
the means by which that director has asked
to be sent or supplied with such notices or
documents for the time being.

A director may agree with the Association that
notices or documents sent to that directorina
particular way are to be deemed to have been
received within a specified time of their being

sent, and for the specified time to be less than
48 hours.

43. When Notice or Other Communications
are Deemed to Have Been Received

431

Any notice, document or information sent or
supplied by the Association to the members or
any of them:

43.1.1 By post, shall be deemed to have been

43.1.2

received 24 hours after the time at which
the envelope containing the notice,
document or information was posted
unless it was sent by second class post,
or there is only one class of post, or it was
sent by air mail to an address outside the
United Kingdom, in which case it shall

be deemed to have beenreceived 48
hours after it was posted. Proof that the
envelope was properly addressed, prepaid
and posted shall be conclusive evidence
that the notice, document or information
was sent;

By being left at a member’s registered
address, or such other postal address as
notified by the member to the Association
for the purpose of receiving Association
communications, shall be deemed to have
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beenreceived on the day it was left;

43.1.3 By electronic means, shall be deemed
to have been received 24 hours after it
was sent. Proof that a notice, document
orinformation in electronic form was
addressed to the electronic address
provided by the member for the purpose
of receiving communications from the
Association shall be conclusive evidence
that the notice, document or information
was sent; and

43.1.4 Bymaking it available on a website, shall
be deemed to have been received on the
date on which notification of availability
on the website is deemed to have been
received in accordance with this Article or,
if later, the date on which it is first made
available on the website.

44, Secretary

A secretary may be appointed by the directors for such
time, at such remuneration and upon such conditions
as the directors may think fit, and any secretary so
appointed may be removed by the directors. The
directors may from time to time by resolution appoint
an assistant or deputy secretary, and any person so
appointed may act in place of the secretary if there be
no secretary or no secretary capable of acting.

45. Accounts

45.1 Thedirectors shall cause proper and adequate
books of account to be kept to enable
accounts to be prepared which comply with
the relevant provisions of the Act and the
statutes. Proper and adequate books shall
not be deemed to be kept and/or deemed
sufficient if there are not kept such books
of account as are necessary to give a true
and fair view of the state of the affairs of
the Association, to show and explain its
transactions and to disclose with reasonable
accuracy at any time, the financial position of
the Association at any time.

45.2 The books of account shall be kept at the
registered office of the Association, or, subject
to section 388 of the Act, at such other place
or places as the directors shall think fit and
shall always be open to the inspection of any
director.

45.3 The Association must, pursuant to section 423
of the Act, send a copy of its annual accounts
and reports for each financial year to every
member, to every holder of the Association'’s
debentures and to every person who is entitled
to receive notice of general meetings. Copies
need not be sent to a person for whom the
Association does not have a current address as
definedin section 423 of the Act.

45.4  The Association must, pursuant to section 424
of the Act, comply with the obligations set out
at Article 45.3 not later than:

45.4.1 The end of the period for filing accounts
and reports to the Registrar of Companies;
or

45.4.2 If earlier, the date on which the Association
actually delivers its accounts to the
Registrar of Companies.

46. No Right to Inspect Accounts and
Other Records

Except as provided by law or authorised by the
directors or an ordinary resolution of the Association,
no person is entitled to inspect any of the Association’s
accounting or other records or documents merely by
virtue of being a member.

47. Rules and Bye-Laws

The directors may from time to time make (and vary)
such rules or bye-laws as they may deem necessary
or expedient or convenient for the proper conduct
and management of the Association and for the
purposes of prescribing (a) classes of and conditions
of membership and (b) the rights, privileges and
obligations of membership, whether statutory
membership or otherwise. The members shall have
power to alter, add to or repeal any such rules or bye-
laws and the directors shall adopt such means as they
think sufficient to bring to the notice of the members
all such rules or bye-laws, which shall be binding on
allmembers provided that no rule or bye-law shall be
inconsistent with, or shall affect or repeal anything
contained in, these Articles.
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County FA Code of Governance Articles of Association —
Guidance Notes

Introduction

Articles of Association are a key constitutional document of a company, setting out its basic management and
administrative structure. They regulate the internal affairs of the company including, for example, powers and
duties of directors, and meeting and voting requirements.

County FAs are now subject to The FA's Code of Good Governance (“Code”), which draws on the Tier 3 Principles
of Sport England’s Code on Sports Governance. To assist you in meeting the Five Principles of Good Governance
under the Code, we have prepared a template set of Articles for you to adapt to fit the particular needs of your
County FA (“Association”).

This guidance note is intended to assist you with reviewing and adapting the Articles, and ultimately to adopt a
new set of Articles to meet the requirements of the Code. It should be read alongside the Code, noting in particular
that the Code includes cross-references to the relevant provisions of the Articles which address a particular
Requirement of the Code. It is recommended that you take legal advice on the completion and adoption of these
template Articles. In particular, it is likely that Associations will have their own Council provisions, which will need to
be incorporated into the Articles. This is considered further in the guidance notes below.

Administrative requirements

Once the Articles have been adapted to meet the requirements of your Association, they can be adopted by
special resolution of the members (section 21, Companies Act 2006). The special resolution and the new articles
will need to be filed at Companies House.

A memorandum of association is required for a company limited by guarantee, but there is no need to restate

the memorandum of association when adopting new articles. If the Associations were incorporated under the
Companies Act 1985, the existing memorandum is automatically deemed to form part of the articles. If the current
objects of an Association (as set out in the existing memorandum) are altered or deleted through the adoption of
the new articles, a Form CC04 will need to be filed at Companies House.

The articles of some County FAs require that The FA approve any proposed changes to the articles. If this is the
case, please send them to The FA Company Secretaruy. If the articles do not include this requirement, please notify
The FA of the changes you are proposing to make.
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Guidance

Article(s) Subject matter Additional guidance
1-1.2 « Provides definitions and explanations of terms « Thislistis non-exhaustive,
frequently used throughout the Articles. and you should consider
+ Where defined terms are not set out in the list at whether any additional
Article 1, their meaning will be in accordance with the drafting will require you to
Companies Act 2006. add to the terms in Article 1.
1.3 o The model articles are a default set of articles of
association which are provided by the government as
a starting point for companies to adopt and / or tailor.
The model articles are disapplied here.
2 o Clarifies the purposes towards which the Association « The objects should be
will work, and the limits within which the directors and your starting point when
members should act. determining whether acts
committed by or on behalf
of a director or member are
in the best interests of the
Association.
o Referto Principle 01 of the
Code (“Structure”).
3 o States the permitted and restricted applications
of the Association’s assets, including an express
prohibition on operating as ‘for-profit’ companies.
o Article 3 does allow for payments to beneficiaries
and goods or services providers (e.g. you may use the
Association’s income to pay staff wages, or to cover
overheads).
ARTICLES RELATING TO DIRECTORS
Article(s) Subject matter Additional guidance
4 o Directors must act in the best interests of the o Referto Principle 01 of the

Association and in compliance with the FA rules and
regulations, and must ensure that those carrying out
services on their behalf do the same.

An optional Article for your Association to determine
is whether any changes you intend to make to these
Articles (whether on adoption or at a later date)
must first be approved by The FA. This is not a strict
requirement of The FA.

Code (“Structure”).
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ARTICLES RELATING TO DIRECTORS cont'd

Article(s) Subject matter Additional guidance

5 o Concerns adirector’sinterest in a proposed
transaction or arrangement with the Association and
provides that each director must declare the nature
and extent of any such interest to the other directors.

« Even after making a declaration of interest, the
director cannot count in the quorum or vote on
any resolution concerning that transaction or

arrangement.
6 « Gives the directors adequate authority and autonomy « Referto Principle 01 of the
to fulfil the Association’s objects (see: Article 2) and to Code (“Structure”).

conduct necessary business on its behalf. Consistent
with the Code, the directors must have ultimate
decision making power.

« [talso confirms that this authority can be capped by
law or the Articles themselves, including any provision
in the Articles for certain decisions or transactions to
be done or authorised by member consent only.

7-8 « Ultimate responsibility rests with the directors, « Referto Principle 01 of the
but the Articles do allow for delegation (and sub- Code (“Structure”).
delegation) including to committees. « You do not needto

« Article 8 sets out the requirements for the existence prescribe every committee
and governance of committees. to whom the board

delegate responsibilities
in the Articles. However,
per Principle 01 of the
Code, equality, audit and
nominations committees
should be considered.

9 o Lays out the procedural requirements for the calling
and holding of a board meeting. (See: means of
communication at Articles 43-44, below.)

10 o Sets out the minimum number of directors who must
be present in order to conduct a board meeting (a
“quorum”).

o It confirms the votes required in order to determine a
question arising at such a meeting.

« Italso provides for the chairman to have the casting
vote in the event of a deadlock.
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ARTICLES RELATING TO DIRECTORS cont'd

Article(s) Subject matter Additional guidance

11 « Allows for directors to attend and vote at board
meetings without attending in-person (e.g. by
conference call). (See: position for members at Article
26, below.)

12 o Permits and explains the process for directors’ votes
to be cast other thanin-person at a board meeting.

13 o Allows for the appointment of a chairman or « Referto Principle 01 of the
appointment of a meeting chair (e.g. where no Code (“Structure”).

chairman has been appointed or where the chairman
is unavailable).

« Stipulates that a non-director cannot be appointed as

chairman.
14 « States the minimum requirements for the keeping of « Thisisaminimum under
board meeting records. the Articles, but you should

ensure that you also meet
any requirements under
other applicable laws or
regulations (e.g. those
imposed by statute).
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ARTICLES RELATING TO DIRECTORS cont'd

Article(s) Subject matter Additional guidance
15-16 o Deals with the composition of and appointment of « This section will need to
the board of directors. be tailored to the specific
+ Prescribes amaximum of 12 directors, not less than circumstances of your
one third being independent and not more than one Association.
third being elected from council. « Referto Principle 01 of
« Sets out methods of appointing directors, including the Code ("Structure”).
by ordinary resolution, co-opting on a temporary There are certain diversity
basis, and other appointments from council. requirements under

Principle 02 which should
be complied with, but are
not considered as matters to
include in the Articles.

o Referto Principle 02
of the Code (“People”).
You should consider any
specific office holders who
should be directors (e.g.
CEO or treasurer). Itis
recommended that the CEO
is on the board.

« The template Articles do not
define “independence”, but
please refer to the Appendix
in the Code for a definition.
Council elected directors are
not independent.

* You should consider
whether any additional
processes to reflect
appointments from council
should be set out.

« You should specify whether
your equality director will
be a full director or just an
observer.
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ARTICLES RELATING TO DIRECTORS cont'd

Article(s)

Subject matter

Additional guidance

17

« Sets out the duration of a director’s time in office,
as well as the requirements for retirement and re-
election.

« Referto Principle 01 of the
Code (“Structure”). Term
limits are set as the default
position in the template
Articles. If these are being
amended, you should
ensure these are compliant
with the term limits in the
Code.

« Company registers should
accurately reflect the
appointment dates of
directors and should be
maintained.

o This Article applies to
appointments pre-dating
the Articles, so you will
need to consider how long
existing directors have
already been in office for
and whether they may
continue to stand or will
be required to undergo re-
election or toretire.

18

o Provides alist of the circumstances in which a
director’s appointment will be automatically ended
(e.g.by alegal or regulatory prohibition, or on
bankruptcy).

« Allows for members to vote to remove a director.

o Referto Principle 01 of the
Code (“Structure”).

» Referto Principle 02 of the
Code (“People”). One of the
termination triggers is where
the director fails to comply
with its declaration of good
character per Principle 02.

« Referto Principle 04 of

the Code (“Standards and
Conduct”).

19

« Provides that the Association may pay the expenses
incurred by a director.
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ARTICLES RELATING TO MEMBERS

Article(s) Subject matter Additional guidance
20 « Establishes the formalities for admission as a « Thedirectors should
member. regularly review the rules
« Itgivesthe board of directors the authority to set the for admission to ensure that
applicable rules and fees. they meet the needs of the

Association at that time
(e.g.to encourage diversity
if there is a lack of minority
representation or reduce
feesifthereisaneedto
attract more members).

21 o Lays out the conditions under which a member will be
removed (e.g. on failure to pay the applicable fees).

« |talsoincludes a mechanism for the other members
to demand the removal of a member.

22 o Prohibits membership to be transferred to any third
party.
23-25 o Setout the procedures for calling and convening a

general meeting of the members.

o Article 24 includes a process by which members
may shorten the notice period required to call a
specific general meeting (e.g. to authorise that the
Association conduct particularly time-sensitive
business).

o Article 25includes requirements as to the form and
contents of the notice to call a general meeting.

26-27 « State the minimum number of members who must be
presentin order to conduct a general meeting.

o Article 26 also confirms that members can attend and
vote at meetings without attending in-person (e.g. by
conference call). (See: position for directors at Article
11, above.)

28 « Mandates that a chairman must be in place or must
be appointed at the meeting before any further
business may be transacted.

o |talso states the appointment process for the
chairman of a general meeting.

29 « Givesdirectors and permitted third parties (at the
discretion of the chairman) the right to attend and
speak at a general meeting.
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ARTICLES RELATING TO MEMBERS cont’d

Article(s) Subject matter Additional guidance
30 o Explains the circumstances in which a general

meeting may be temporarily suspended by the

chairman.

o Italso sets out how the adjournment must be carried
out and what information must be provided by the
chairman at the time of the adjournment.

31-32 « Confirms the voting process at general meetings.

« The default position is that votes will be counted as
one vote per member (i.e. by “show of hands”).

33 « Stateswhenand how to demand that avote is
conducted differently from the default position of
avote per member (see: Article 31, above). Instead
votes will be allocated and counted according to the
number of votes held by each member (i.e. by “poll”).

34-35 « Aproxy notice alerts the other members that a
member will not be attending a general meeting but
wishes to appoint another (specified) member or
third party to attend, speak and vote at that general
meeting in accordance with his / her wishes.

« The Articles set out the requisite form and contents
of a proxy notice, as well as how and when it must
be delivered to the Association in order for it to be
deemed valid.

36 o Confirms the process necessary to make any non-
material alterations to a previously proposed ordinary
or special resolution.

37 « Permits and explains the process for members’ votes
to be cast other than in-person at a general meeting.
(See: similar process for casting directors’ votes
outside of board meetings at Article 12, above.)
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ARTICLES RELATING TO THE ESTABLISHMENT AND FUNCTIONING
OF A COUNCIL AND YOUTH COUNCIL

Article(s) Subject matter Additional guidance
38 » The Association may elect a “Council” to oversee « Thisisan optional section
the work and governance of the Association and act that willneed to be
as a system of checks and balances on the board’s tailored specifically to your
powers. Association.
« This Article lays out the composition of the Council, « Referto Principle 01 of the
stating those members who will hold attendance and Code (“Structure”).
voting rights at Council meetings. It also provides for « The Code does not
former Council members to continue to attend, but offer any opinion nor
not vote at, Council meetings. recommendation as to
« The Association shall elect a youth council to whether a County Football
represent the interests of young people. Association should have a

Council or an alternative
structure. You should
therefore consider your
particular requirements and
determine whether to adopt
a Council or other structure,
and document this in your
Articles.

« The template Articles allow
for flexibility by setting out
detail regarding the conduct
of business of council in
separate standing orders or
terms of reference. It is for
the County FA to consider
how prescriptive the Articles
should be as regards the
council. If wishing to set
out the parameters of the
council in this section, the
recommended starting
point is adapting the
County FA's existing council
provisions for inclusionin
this section.
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ARTICLES RELATING TO THE ESTABLISHMENT AND FUNCTIONING
OF A COUNCIL AND YOUTH COUNCIL cont’d

Article(s) Subject matter Additional guidance

39 o Clarifies for how long a Council member is permitted « Referto Principle 01 of
to hold office and whether or not he can be re-elected the Code (“Structure”). The
after this period. template Articles have set

term limits as the default
(based on either 3 x 3 year,
or 2 x4 year terms).

« Company registers should
accurately reflect the
appointment dates of
Council members and
should be maintained.

40 « Establishes where and how the powers and functions « Itisoptional for each County

of the Council and Youth Council will be set out. FA to determine the detail

It requires these terms to be written and to be regarding the conduct of

authorised by the board. business of Council and

« Italso caps these powers and functions in order to Youth Council. It can either

ensure ultimate authority remains with the board. be setoutin the Articles, or
in standing orders or terms
of reference.

« Ifyouintendto setout
the parameters of the
Council in this Article, the
recommended starting
point is adapting your
existing Council provisions
for inclusion in this section.
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ARTICLES RELATING TO MISCELLANEOUS MATTERS

Article(s) Subject matter Additional guidance
41 « Stipulates for which matters, for how long and up to

what threshold members will be held liable to the

Association.

«  Members will not need to meet this liability whilst
the Association is a going concern, but it will become
applicable in the event of the Association being
wound up with debts remaining due.

42-43 « Specifies in what form the Association may
communicate with its directors and members. The
Articles allow for hard copy, electronic or website
communication, but subject always to each director
or member first consenting to the method of
communication adopted.

« The Articles also set out how to calculate the delivery
times and dates for each communication.

44 o Allows the directors to elect to appoint, remunerate o The Articles do not demand
and remove a company secretary, as well as a deputy a secretary be appointed
and/ or assistant secretary. anditis not a statutory

requirement. However,
itisrecommendedin
order to ensure the
Association meets all of

its administrative and
regulatory responsibilities,
such as Companies House
filings and maintenance of
company registers.

45-46 o Setsout the accounting requirements of the
Association, including which records must be kept,
where they must be kept, and to whom they must be
sentand when.

47 + Gives the directors the power to make, vary and
revoke any Association rules or bye-laws at their
discretion.

o Italso expressly sets out the Articles’ priority over any
such Association rules and bye-laws by preventing
the directors from exercising this powerin a way
which would repeal or be in conflict with the Articles.
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APPENDIX 2

Example of Authority Scheme of Delegation
(Updated October 2021)

1. Introduction

The Delegated Authorities (or schedule of delegations)
is a key control document for The Company and
compliance with it at all times is mandatory.

The schedule sets out who can:
(i)  Enterthe Company into a spending
commitment
(i) Authorise payments.
Failure to comply with any of the requirements of the

Delegated Authorities policy could be classified as gross
misconduct and could lead to dismissal.

2. Policy Statement

Delegated authorities have been established on the
basis that the primary control point is when placing
the order or awarding the grant, and not the payment
process.

A Delegated authority is required for the following
activities:

« To enter the Company into a spending
commitment on grants, goods and services, on
gifts and hospitality;

o The approval of payments of authorised
expenditure on grants, goods and services, travel
and subsistence and on gifts and hospitality;

o The approval of purchase ledger payments;

« The physical signing of cheques;

o The electronic authorisation required to transfer
funds to a third party.

3. Qualification/Exemptions
These arrangements apply to:

« AllCompany employees including those seconded
from other Companies

« Allstaff placed through agencies e.g. interims,
contractors, temporary staff

« The Company Board
o The Sub Committees of the Company Board
o The Council of the Company

« The Independent members of The Company'’s
Committees and Advisory Groups

4. Implementation Responsibilities

Staff should ensure that they are aware of their
delegated authority in the course of entering the
Company into a spending commitment or when
authorising payments. Staff members acting in a higher
position are not automatically delegated authority.

All staff who have a delegated authority will receive a
formal letter outlining their limits. The staff member
will be requested to sign and return their acceptance
of this authority, and will need to provide a specimen
signature for The Company’s records to Finance.

In considering any decision to enter into a spending
commitment or approve payments, full compliance
with The Company’s Conflict of Interest policy is
mandatory.
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Overview

The following table depicts the authorisation process that is in place.

Area of Authority

Limits Applied

Designated Persons

Board member expenses

Chair of Board or Finance Director

Order for goods and services Up to £250
Up to £500
Upto £1000
Up to £5000
Over £5000
Petty Cash expenditure Upto£15 Line Manager
Over £15 CEO/Finance Director
Safe keys Office Manager
Bank account May depend on existing Finance Director
a.rrangements and whether Finance Director/CEO/Chair
simple or complex mandate . . )
(combination of two signatories)
Staff Expenses

Purchase of office equipment Upto £250 Office Manager (or equivalent)
£250to £2500 CEO
Over £2500 Chair or Board

Legal Documents CEO/Chair

Leases on equipment

CEO/Finance Director
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APPENDIX 3

County FA Board of Directors’
Handbook Index — Template

Board Handbook Contents

Articles of Association

Standing Orders

Schedule of reserved matters

The FA County FA Code of Governance
Board terms of reference

Organogram

Corporate Governance structure
(Board, Council, Standing Committees)

List of staff and contact details

Business Strategy

Annual Operational Plan

Annual Report

List of committee members and contact details
Register of Interests form

Board Code of Conduct

Board Conflict of Interest Policy

Chairman, Director and CEQ Job description
Role of the Senior Independent Director
Matters reserved for the Board

Scheme of Delegation

Role profiles

Duties and Liabilities of being a Director of a
Company Limited by Guarantee

Written statement of responsibilities

Committee remits (if expected to sit on
any Committees)

Board Policies

Board Expenses Policy
Board Remuneration Policy
Board Induction Policy and Procedures

Board and Committee Evaluation Policy
and Procedures

Board Training Policy

Board Stakeholder Engagement Policy
Board Recruitment Policy and Procedure
Complaints procedure

Gifts and Hospitality Register

Internet, Email and Social Media Policy
Equality Policy

Conflicts of Interest Policy

Financial Procedures

Grievance Policy

Risk Assessment Form

Policy for Safeguarding Children, Young People
and Adults at Risk

Data Protection Policy

Anti-Fraud and Anti-Corruption Policy

Health and Safety Policy

Risk Management Policy

Bribery Prevention, Gifts and Hospitality Policy
Information Technology Policy
Whistleblowing Policy

Customer Charter

Human Resource policies
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APPENDIX 4

Companies Act 2006 -
Duties of a Director

The following text is a verbatim lift of the relevant numbered clause in the Companies Act 2006.

170. Scope and nature of general duties

1.

The general duties specified in sections 171
to 177 are owed by a Director of a company
to the company.

A person who ceases to be a Director continues
to be subject:

(@) Tothedutyinsection 175 (duty to avoid
conflicts of interest) as regards the
exploitation of any property, information
or opportunity of which he became aware
at atime when he was a Director; and

(b) Tothedutyinsection 176 (duty not to
accept benefits from third parties) as
regards things done or omitted by him
before he ceased to be a Director.

To that extent those duties apply to a former
Director as to a Director, subject to any
necessary adaptations.

The general duties are based on certain
common law rules and equitable Principles

as they apply inrelation to Directors and have
effect in place of those rules and Principles

as regards the duties owed to a company

by a Director.

The general duties shall be interpreted and
applied in the same way as common law rules
or equitable Principles, and regard shall be
had to the corresponding common law rules
and equitable Principles in interpreting and
applying the general duties.

The general duties apply to a shadow Director
of a company where and to the extent that
they are capable of so applying.

171. Duty to act within powers
A Director of a company must:

(@) Actinaccordance with the company’s
constitution, and

(b) Only exercise powers for the purposes for
which they are conferred.

172. Duty to promote the success of the

company

A Director of a company must act in the way he
considers, in good faith, would be most likely

to promote the success of the company for the
benefit of its members as a whole, and in doing
so have regard (amongst other matters) to:

(@) Thelikely consequences of any decision
in the long term,

(b) Theinterests of the company’s
employees,

(c) Theneedto foster the company's
business relationships with suppliers,
customers and others,

(d) Theimpact of the company'’s operations
on the community and the environment,

(e) The desirability of the company
maintaining a reputation for high
standards of business conduct, and

(f)  Theneed to act fairly as between
members of the company.

Where or to the extent that the purposes of the
company consist of orinclude purposes other
than the benefit of its members, subsection (1)
has effect as if the reference to promoting the
success of the company for the benefit of its
members were to achieving those purposes.

The duty imposed by this section has effect
subject to any enactment or rule of law
requiring Directors, in certain circumstances,
to consider or act in the interests of creditors of
the company.
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173.

174.

175.

Duty to exercise independent
judgment

A Director of a company must exercise
independent judgment.

This duty is not infringed by his acting:

(@) Inaccordance with an agreement duly
entered into by the company that
restricts the future exercise of discretion
by its Directors, or

(b) Inawayauthorised by the company's
constitution.

Duty to exercise reasonable care,
skill and diligence

A Director of a company must exercise
reasonable care, skill and diligence.

This means the care, skill and diligence that
would be exercised by a reasonably diligent
person with:

(@) The general knowledge, skill and
experience that may reasonably be
expected of a person carrying out the
functions carried out by the Directorin
relation to the company, and

(b) The general knowledge, skill and
experience that the Director has.

Duty to avoid conflicts of interest

A Director of a company must avoid a situation
in which he has, or can have, a direct or indirect
interest that conflicts, or possibly may conflict,
with the interests of the company.

This applies in particular to the exploitation of
any property, information or opportunity (and
it isimmaterial whether the company could
take advantage of the property, information or
opportunity).

This duty does not apply to a conflict of
interest arising in relation to a transaction or
arrangement with the companu.

This duty is not infringed:
(a) Ifthesituation cannot reasonably be

regarded as likely to give rise to a conflict
of interest; or

(b) Ifthe matter has been authorised by the
Directors.

176.

Authorisation may be given by the Directors:

(@) Where the company is a private
company and nothing in the
company'’s constitution invalidates
such authorisation, by the matter being
proposed to and authorised by the
Directors; or

(b) Where the company is a public company
and its constitution includes provision
enabling the Directors to authorise the
matter, by the matter being proposed to
and authorised by themin accordance
with the constitution.

The authorisation is effective only if:

(@) Anyrequirement as to the quorum
at the meeting at which the matter is
considered is met without counting
the Director in question or any other
interested Director, and

(b) The matter was agreed to without their
voting or would have been agreed to if
their votes had not been counted.

Any reference in this section to a conflict of
interestincludes a conflict of interest and duty
and a conflict of duties.

Duty not to accept benefits from
third parties

A Director of a company must not accept a
benefit from a third party conferred by reason of;

(a) Hisbeing a Director, or

(b) Hisdoing (or not doing) anything as
Director.

A “third party” means a person other than the
company, an associated body corporate or a
person acting on behalf of the company or an
associated body corporate.

Benefits received by a Director from a person
by whom his services (as a Director or
otherwise) are provided to the company are
not regarded as conferred by a third party.

This duty is not infringed if the acceptance of
the benefit cannot reasonably be regarded as
likely to give rise to a conflict of interest.

Any reference in this section to a conflict of
interest includes a conflict of interest and duty
and a conflict of duties.
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177. Duty to declare interest in proposed
transaction or arrangement

1.  IfaDirector ofacompanyisinanyway,
directly or indirectly, interested in a proposed
transaction or arrangement with the company,
he must declare the nature and extent of that
interest to the other Directors.

2. Thedeclaration may (but need not) be made:

(a) Atameeting of the Directors, or

(b) Bynotice to the Directors in accordance
with:

(i)  Section 184 (notice in writing), or
(ii)  Section 185 (general notice).

3. Ifadeclaration of interest under this section
proves to be, or becomes, inaccurate or
incomplete, a further declaration must be
made.

4. Anydeclaration required by this section must
be made before the company enters into the
transaction or arrangement.

5. Thissection does not require a declaration of
an interest of which the Director is not aware
or where the Director is not aware of the
transaction or arrangement in question.

For this purpose a Director is treated as being
aware of matters of which he ought reasonably
to be aware.

6.  ADirector need not declare an interest:

(a) Ifitcannotreasonably be regarded as
likely to give rise to a conflict of interest;

(b) If, or to the extent that, the other Directors
are already aware of it (and for this
purpose the other Directors are treated
as aware of anything of which they ought
reasonably to be aware); or

(c) If, orto the extent that, it concerns terms
of his service contract that have been or
are to be considered:

(i)  Byameeting of the Directors, or

(i)  Byacommittee of the Directors
appointed for the purpose under
the company’s constitution.
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APPENDIX 5

Example of Director and Council Member
Code of Conduct

1. Scope
1.1  This Code of Conduct (“Code”) applies:

(i)  Toall Directors appointed to the Board of
the Association;

(i) AllMembers of The Council of the
Association (“Council”) as defined within
the Association’s Articles of Association
(“Articles”);

(iii)  Allindividuals appointed to any
committee or sub-committee of the
Council or of a Board of the Association;
and

(iv) Where so stated, to past Directors of
the Association or past members of any
committee or sub-committee of either a
Board or Council.

1.2 The Code applies whenever a Director,
Council Member or Committee Member is
(i) conducting the business of the
Association; (ii) conducting the business of
the office to which they have been elected
or appointed; and (iii) when they are acting
as a representative or ambassador of the
Association.

1.3 This Code is supplemental to and should be
read in conjunction with: (i) the Articles; (i) the
Standing Orders for the Conduct of Business
at Meetings of Council of the Association and
Committees of a Board or Council (“Standing
Orders”); and (iii) the terms of reference of any
committee and/or sub-committee.

2. Accountability

You are accountable to the Association and must
exercise your powers in accordance with your legal
duties (where applicable) in good faith and for the
benefit of the Association, its members, employees and
the wider football family. You will be held accountable
for your actions and your part in reaching decisions,
and must submit yourself to whatever scrutiny is
thought to be appropriate to your role.

3. Confidentiality

31

3.2

33

4.
4.1

4.2

You must ensure that you handle confidential
information in accordance with the law

and with regard to the best interests and
reputation of the Association.

You must not use confidential information for
private purposes or to harm the Association
or to maliciously damage the reputation of
others, or disclose confidential information
to the media or any other third party without
the prior authority of the Chair or the Chief
Executive Officer (or a nominee of either

the Chair or Chief Executive Officer). This
obligation continues indefinitely after you
cease to hold any position referred to in
paragraph 1.1 above.

Confidential information is any information
which comes into your possession as a result
of your Association role, which you know

or ought reasonably to know is confidential
including, without limitation, the personal data
of individuals who are subject to regulatory
proceedings.

Press and Media

You are not entitled to discuss or disclose any
Association business with or to the press or
wider media, unless:

(i) Itis explicitly part of your remit; or

(ii)  You are specifically authorised by the
Association to do so.

If you receive any enquiries from the press or
wider media about the Association you agree
not to comment on behalf of the Association
and to pass on the relevant information as
soon as reasonably practicable to the Chief
Executive Officer or Chair of the Association.
If you are representing the views of another
body as opposed to the Associationona
matter affecting the Association, this must
be made clear to the media and you should
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inform the Chief Executive Officer or Chair of
such media engagement. It is acknowledged
that your position within the Association may
be referred to by the media notwithstanding
that you are not commenting on behalf of the
Association.

5. Conflicts of interest

5.1 You agree to abide by the law, the articles of
association of the Association, Standing Orders
and relevant committee terms of reference
relating to conflicts of interest. You must
declare all conflicts of interest in advance
and, if required, preclude yourself from
participation where a material conflict of
interest exists.

5.2 You must notify any actual or perceived
conflicts of interest to the Chief Executive
Officer of the Association through the annual
declaration process and on an interim basis,
as soon as reasonably practicable after
becoming aware of the actual or perceived
conflict, if your circumstances change.

6. Decision-making

6.1  Whilst you may properly be influenced by the
views of others, including the body that has
the right to appoint you to the Association,
itis your responsibility to decide objectively,
independently and in good faith what view to
take, and how to vote.

6.2  Directors must act in the best interests of
the Association in a manner consistent with
their legal duties. In particular, a Director
must exercise their duties in a way that they
consider, in good faith, would be most likely
to promote the success of the Association for
the benefit of its members as a whole having
regard (among other matters) to:

(i)  Thelikely consequences of the decision
inthe long term;
(i)  Theinterests of employees;

(iii)  The need to foster business relationships
with suppliers, customers and others;

(iv) Theimpact of operations on the
community and the environment;

(v)  Thedesirability of maintaining a
reputation for high standards of business
conduct; and

(vi) The needto act fairly as between the
relevant members of the Association.

6.3  You must not act outside the constitutional
framework of the Association.

6.4  You should support the Principle of collective
decision-making, accept a decision passed
by the relevant threshold and support that
decision. It is acknowledged that you may
wish to convey your dissenting view to
a decision to your relevant stakeholders
through appropriate communication channels
(including for example but without limitation at
a Council Meeting) where such decisions may
be the subject of further scrutiny or discussion.
Such communications shall not be a breach
of the Code provided they conform with your
duties in relation to Confidentiality (paragraph
3) and Press and Media (paragraph 4). It is
recognised that if the decision is not in accord
with the views of the body you represent, you
may publicly represent the views of that body
on thatissue.

7. Diligence

You must exercise reasonable skill, care and diligence in
carrying out your duties, especially (but not limited to)

preparing for and attending Board, Council, committee
and sub-committee and other meetings.

8. Allowances and Expenses

You agree to abide by the Association’s Expenses Policy
as amended from time to time and must ensure that
your claims are reasonable, accurate and honest and
supported by appropriate documentation and that you
do not use the Association’s resources for your own,
your family or friends’ gain.

9. Gifts and Hospitality

You must not accept gifts, hospitality or other benefits
from third parties that might reasonably be thought to
influence, or be intended to influence, your judgement;
or where to do so could bring discredit upon the
Association. You will comply in all respects with the
Association’s Gifts and Hospitality Policy as amended
from time to time.
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10. Leadership

You should promote and support the Principles set
out in this Code by leadership and example, always
acting in such a way as to preserve confidence in the
Association. You must not knowingly misrepresent the
views or policies of the Association.

11. Treatment of Others

You must treat others with respect and dignity
(including but not limited to the Association staff

and volunteer workforce) and must not bully, harass,
victimise or discriminate against any person(s) or do
anything which would cause you or the Association
to breach any of the equality enactments or could
reasonably be considered as bringing the Association
into disrepute.

12. Stewardship

You have a responsibility to play your part in complying
with and ensuring that the Association uses its
resources prudently and in accordance with the law,
the articles of association of the Association, Standing
Orders, Rules of The FA (“Rules”), regulations adopted
by the Association and other constitutional documents
of the Association.

13. Betting

You are deemed to be a Participant under The FA's
Betting Rules and will comply in all respects with those
Rules and any replacement of oramendment to them
from time to time.

14. Social Media

When using social media, you must conduct your
activity with professionalism, honesty, respect and
good judgement and ensure that such conduct is

not in any way detrimental to the Association. The
provisions relating to Confidentiality (paragraph 3)
and the Press and Media (paragraph 4) shall apply in
respect to social media.

15. General Conduct and Behaviour

15.1 No code of conduct can be all-embracing and
it is necessary to honour the spirit of the Code
as well as its letter. Your behaviour should be
honest, ethical, impartial and considerate,
and dedicated to the development and
good management of the Association.
Should your conduct or behaviour fall below
these standards, the Code may apply,
notwithstanding that such conduct or
behaviour is not covered explicitly above.

15.2 For the avoidance of doubt and, in exceptional
circumstances only, the Code may also apply
in respect of historical conduct or behaviour
(which shall be limited to the period of time
served in any role described in paragraph 1.1
above) and to actions carried out while not
acting in an official Association capacity which
could reasonably be considered as bringing
the Association into disrepute.

16. Breach

16.1 Ifyou are accused of a breach of this Code you
will submit to the Association’s disciplinary
process which is set out in Appendix 5.1, and
abide by the result (subject to any right of
appeal included in that process).

16.2 Inaccordance with the Articles and the

Standing Orders, a breach of this Code may
result in removal from office.

Review

This Code shall be subject to review as required and at least every three years.

| agree to abide by this Code of Conduct:

SIENATUM: ...,

DAt

N M. e
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Appendix 5.1

1. Procedureinthe event of an
alleged breach

In the event that an individual alleged to be in breach
of the Code is an employee of the County FA (including
the CEQ) the relevant disciplinary processes as set

out inthe employee’s contract and the Association’s
Disciplinary Policy shall be followed in the first instance.

In the event that an individual alleged to be in breach

of the Code is a Participant (pursuant to the Rules as
amended from time to time), the relevant disciplinary
processes as set out in the Rules shall be followed in the
firstinstance.

Nothing shall prevent any action being taken pursuant
to the Code of Conduct or these procedures following
the instigation of an employment or Rules related
disciplinary process.

Where there are reasonable grounds to suspect that
an individual has breached the Code, all relevant
evidence shall be passed to the Chief Executive Officer
(“CEQ") of the County FA. Where the allegation is
against the CEQ, the relevant evidence should be
passed to the Chair or a Board Director designated

by the Chair (“designated person”). The CEO (or
designated person) shall then as soon as reasonably
practicable commence a four-part process:

1.1  Decision on whether there should be an
Interim Suspension or other appropriate
interim action;

1.2 Investigation and Recommendation;
1.3 Decision and Sanction; and
14  Appeal Process.

Each part of the process is more particularly described
in paragraphs 1.1 to 1.4 below. Where considered
appropriate, the Chair and a Vice-Chair or other Board
Director of the County FA may jointly agree to vary the
process set out in paragraphs 1.1 to 1.3, and the Chair
may vary the Appeal Process set out in paragraph 5
(except where the Chair or the relevant Vice-Chair of
the County FA is the subject of an ongoing disciplinary
process). A variation to the process may include, but
shall not be limited to, a person other than the CEO/
designated person, or together with the CEO/designated
person, leading the process as described below.

All parties involved in an investigation and related
proceedings shall act in a spirit of cooperation to ensure
that proceedings are conducted expeditiously, fairly
and appropriately.

1.1 Decision on whether there should be an
Interim Suspension or other appropriate
interim action

Where there are reasonable grounds to suspect that an
individual has breached the Code, the CEO/designated
person shall have the power to order that the individual
be suspended on an interim basis from his/her duties
or that other appropriate interim action be taken
pending an investigation. Any such power shall only be
exercised in consultation with the Chair (or in the event
that the Chair is the subject of the disciplinary process
asuitable alternative that is agreed by the Vice-Chair
of the County FA). A non-exhaustive list of factors to be
considered when reaching this decision include:

(a) The strength of the evidence available;
(b) The seriousness of the alleged breach;

(c) Whetherthere are any relevant safety or
welfare concerns to be considered; and

(d) Whether the individual is to fulfilany
duties on Association business priorto a
final decision being reached.

1.2 Investigation and Recommendation

1.2.1 The CEO/designated person shall carry out
an investigation into all alleged breaches
of the Code, which shall include (where
practicable) giving the individual an
opportunity to answer any allegations
made. The CEO/designated person shall
be entitled to request any reasonable
support in conducting the investigation
including for example but without
limitation the appointment of a third

party to assist in the investigation. The
CEO/designated person or the alternative
competentinvestigator assisting the CEO/
designated person in the investigation will
interview the individual and any witnesses
to produce statements, which will be used
in the formation of the recommendation.
At the end of any investigation, the CEQ/
designated person shall consult with
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the Chair (or if the Chair is the subject

of the disciplinary process a suitable
alternative that is agreed by the Board of
the County FA (as appropriate) and then
provide a written report (the “Report”)
to the individual which shall include the
following:

(a) Details of which section(s) of the
Code are alleged to have been
breached;

(b) Details of relevant evidence to
support the allegation(s); and

(c) The CEO/designated person’s
conclusion on whether there is
sufficient evidence for the matter
to proceed.

1.2.2  Uponreceipt of the Report from the CEQ/
designated person, the individual shall
be granted a reasonable opportunity to
provide any further written submissions
that he/she may wish to put forward prior
to a final decision being reached by the
“Deciding Panel” (see 1.3 below).

1.3 Decision and Sanction

1.3.1  The Chair (or if the Chair is the subject
of the disciplinary process a suitable
alternative thatis agreed by the Vice-
Chair of the County FA) shall constitute a
“Deciding Panel” which shall comprise of
at least two members and may include the
Chair, the Vice-Chair of the Association,
the Senior Independent Director or other
persons (including persons independent
from the Association). No person shall
participate in the Deciding Panel where
they have a conflict of interest.

1.3.2 Bearingin mind the nature of the matter
before them, the Deciding Panel may
appoint any third party, such as an expert
in one of the protected characteristics
under the Equality Act 2010, to provide
them with guidance on any matter
involving the alleged breach including for
example but without limitation:

(i)  Whetherabreach may have
occurred;

(i)  The severity of the breach; and/or
(iii) Ifrelevant, an appropriate sanction.

133

134

135

136

137

138

The individual against whom the
allegations are made shall have the
opportunity to appear before the Deciding
Panel if so requested by the individual. The
Deciding Panel may also request that the
individual appear before it if the Deciding
Panel consider this to be necessary and
appropriate. The individual may choose

to be accompanied by a representative. If
the individual chooses to have formal legal
representation, this shall not be at the
County FA's cost.

The Deciding Panel may speak directly
with a complainant or witness or other
persons as it may choose.

The Deciding Panel shall collectively
decide, after considering the Report
provided by the CEO/designated

person, together with any written or

oral submissions by the individual,
complainant and any witnesses as well

as the views of any third party whose
guidance is sought, whether there has
been a proven breach of the Code, and on
any appropriate sanction.

The Deciding Panel shall consider the
admissibility of anonymous evidence
ona case by case basis in the context

of the fairness of the proceedings as
awhole and on the assumption that
such anonymous evidence shall only be
admissible in exceptional circumstances.
In doing so, the Deciding Panel shall
consider the significance of such evidence
(for example, if the evidence is new or

is available from other sources) and the
reason(s) for the witness wishing to
provide the evidence anonymously.

In reaching a decision the Deciding Panel
shall apply the civil standard of proof being
“the balance of probabilities”.

The following non-exhaustive list of
matters may be taken into account when
considering the appropriate sanction:

(a) The severity of the breach of the
Code;

(b) The mannerin which the individual
has acted following the alleged
breach, including, for example, the
manner in which the individual has
co-operated with the investigation;
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139

1.3.10

(c)  Anyother mitigating factors; and

(d) Whethertheindividual can
continue to represent the County
FA, including fulfilling his/her duties
on the Board of the County FA,
or Council or on any County FA
Committee(s) with integrity and
credibility.

Available sanctions may include, but are not
limited to, any one or more of; a warning,
censure, suspension of any nature and
duration, or removal from office. The factors
that the Deciding Panel shall consider when
determining the appropriate sanction are
set outin paragraph 1.3.8 above.

The individual shall be notified of the
decision in writing with reasons.

1.4 Appeal Process

141

14.2

143

144

The individual may appeal against any
finding that he/she has breached the
Code, and/or against any sanction
imposed following such a finding.

The notice of an appeal must be
lodged with the Chair within 14 days of
notification of the decision appealed
against.

The notice of appeal must:

(@) Identify the specific decision(s)
being appealed;
(b) Setoutthe grounds of appeal,

(c) Setoutastatement of all of the
facts and submissions upon which
the appeal is based; and

(d) Confirm whether the individual
requests an oral hearing.

The available grounds of appeal shall be
only that:

(@) The Deciding Panel misinterpreted
or failed to comply with the Code or
any rules or regulations relevant to
its decision;

(b) New evidence has come to light
that was not available at the time
of the original hearing;

(c) The Deciding Panel cametoa
decision to which no reasonable
such body could have arrived at;
and/or

(d) The Deciding Panelissued a
sanction which is excessive.

The appeal shall be considered and finally
determined by the Chair unless

(i)  The Chair has been a member of
the Deciding Panel in which case
the appeal shall be considered by a
nominee of the Chair; or

(i)  The appellant specifically requests
that the appeal is determined by
an Appeals Panel, in which case
the Chair shall constitute such an
Appeals Panel and the provisions
of paragraphs 1.3.1and 1.3.2 of this
procedure shall apply.

In the event that an oral hearing is requested:

(@) The Chair shall have the right to
appoint other persons to act as his/
her advisers during the hearing.
Such persons shall not, however,
vote on the final decision which
shall be the Chair’s.

(b) The Chair may adopt such
procedures as he/she considers
appropriate and expedient for the
just determination of any appeal,
and shall not be bound by any
enactment or rule of law relating
to the admissibility of evidence in
proceedings before a court of law.

(c) Theindividual appearing before
the Chair may be accompanied
by arepresentative (as per
paragraph 1.3.3 above). Any
such representative shall not be
permitted to give evidence as a
witness. The Chair may, in his/her
discretion, appoint any person
(who shall not be a professional
legal adviser) (“the Respondent”)
to present the case against the
individual. The Chair may also
proceed in the absence of any
party, unless he/she is satisfied
that there are reasonable grounds
for the failure of the party to
attend, and shall do soin such
manner as he/she considers
appropriate.
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1.4.6  Following consideration of the 3. Arbitration
submissions of the parties (whether at an 31
oral hearing or in writing), together with
all documentary evidence presented, the

Subject to paragraph 3.2 below, any dispute or
difference arising out of the Code of Conduct
or these procedures shall be referred toThe

Chair may: Football Association.
(@)  Allow or dismiss the appeal; 3.2 Wherethere has been an alleged breach of
(b) Remitthe matter to be considered the Code the individual that is alleged to have
again by the Deciding Panel; committed the breach may not commence an
(c) Exercise any power which the arbitration until such time as the process set
Deciding Panel could have outin paragraphs 1.1 to 1.4 above has been
exercised; or concluded.

(d) Make any further or other order
considered appropriate, either
generally, or for the purpose of
giving effect to his/her decision.

1.4.7 Inthe eventthat the Chairis the subject
of the disciplinary procedures, one of
the Vice-Chair of the County FA shall be
responsible for the application of the
relevant procedures set outin 1.4 and the
notice of appeal shall be lodged with the
CEO.

2. Confidentiality/Publication of
proceedings

2.1  Subjectto paragraph 4.2 below, the
investigation and any related proceedings
shall be confidential between the County FA
and the individual concerned.

2.2 The County FA shall have the power to publish
in the public press, on a web site orinany
other manner considered appropriate:

(i)  The outcome of any investigation and
related proceedings;

(i)  The details of any decision; and

(iii)  The representations, submissions,
evidence and documents created in the
course of the investigation and related
proceedings. Subject to their duty of
confidentiality as set out in the Code,
the individual may choose to make a
public statement following the published
outcome of the disciplinary process.
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APPENDIX 6

Example of a Board of Directors’ Agenda

COUNTY FOOTBALL ASSOCIATION LIMITED

Date:
TO: ALL MEMBERS OF THE BOARD OF DIRECTORS

Dear Directors,

Please be advised that a meeting of the Board of Directors will be held on

from to

at the County FA headquarters,

Agenda
Item For Decision/ Enclosures Lead
Discussion/
Noting

1. Chair's opening remarks

2. Apologies

3. Declarations of interest

4. Minutes of the previous meeting

5. Matters arising from previous meeting

5.1 Board Action Points

5.2 Anyother matters arising not
covered elsewhere on the
agenda

6. Business strategy objectives review

7. Safeguarding Operating Standard
update and review

8. County FA operational plan delivery
review

9. Risk assessment review
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Item For Decision/ Enclosures Lead
Discussion/
Noting

10. Governance update
10.1 County FA Code of Governance
compliance
10.2 Standing Committee reports
10.3 Inclusion Advisory Group report
10.4 Youth Council report
10.5 Policy updates

11. Financial report

11.1 Monthly Accounts review
11.2 Cashflow update
11.3 Budget Update

12. Insurance report

13. Staffing report

14. Property report

14.1 Premises
14.2 Office equipment
143 1T

15. Health & safety report

16. FA updates

16.1 National Game Board
16.2 FA Representative report
16.3 General executive updates

17. Specific projects update (examples):

o Commercial Plan
¢« Communications Plan

18. Date of next meeting

19. Anyother business

Yours faithfully,

SIBNALTUIE: ..o NAMIE!

Chief Executive Officer
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APPENDIX 7

Board Skills Audit

See link to template Board Skills Audit in MS Form
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APPENDIX 8

Board Skills: Diagnostic and Evaluation —
Independent Assessment Flow (updated
October 2021)

The process flow applies when utilising the services of a Consultant to facilitate an
Independent Assessment:

Item Timeframe

County FA contacts The FA to request Independent
Director Skills Diagnostic and Board Evaluation.

The FA contacts consultant to commission the
County FA Independent Board Evaluation and
Skills Diagnostic.

The FA Regional Manager engages consultant and
the County FA Chair to ascertain availability.

The FA Regional Manager confirms preferred dates
with consultant.

Consultant makes contact with the County FA
Chair, provides a briefing note, the skills diagnostic
self-assessment documentation and agrees the
schedule and process for completion. Proposed
schedule is 2 months from start to finish.

County FA Chair sends self-assessment skills
diagnostic to each Director with a deadline for
completion.

County FA Directors return the completed skills
diagnostic self-assessment to the consultant.

Consultant meets each County FA Director, reviews
the skills diagnostic self-assessment and leads an
interview.

Consultant reviews the outcomes of the skills
diagnostic self-assessment and interviews.

Consultant interviews County FA Chief Executive
Officer to review the outcomes and corroborate
findings.

Consultant interviews The FA Regional Manager
(and any other FA staff seen as relevant) to review
outcomes and corroborate findings.
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Item Timeframe

Consultant compiles a report regarding the skills
set and competence of each Director and provides
an evaluation of the overall Board to the County FA
Chair, Chief Executive Officer and The FA Regional
Manager within 14 days of final interview.

Consultant leads webinar debrief with County FA
Chair, Chief Executive Officer and The FA Regional
Manager to provide an overview of the report
within 7 days of report being issued.

Consultant provides final full Board report and
personalised Director reports to Chair to circulate
within 7 days of webinar.

Chair, Chief Executive Officer and The FA Regional
Manager meet to consider recommendations and
agree process for developing the action plan.

Chair and Chief Executive Officer establish action
plan and share with Board.

County FA executes action plan.

The County FA has the option to use the Regional Manager as the consultant in this
process, subject to the agreement of both parties. Please contact your Regional
Manager to discuss this in the first instance.
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APPENDIX 9

County FA Chief Executive Officer Role Profile
— Template (updated October 2021)

Job Title Chief Executive Officer
Reports to Chair of the Board of Directors
Job Purpose
« Tolead delivery of The FA Grassroots Football Strategy and the Business Strategy.
« Toberesponsible and accountable for the day-to-day running of the .
« Tospearhead the strategic direction and culture of the and act as an ambassador for
grassroots football.

« To perform the role of Senior Safeguarding Lead (SSL) as outlined in The FA's Safeguarding 365 for County
FAs, overseeing effective safeguarding delivery across the and grassroots football.

« To support the adoption of FA technology systems across grassroots football.
« Tocomply with FArules, regulations, policies, procedures and guidance that are in place from time to time.

Direct Reports

Location

Working hours

Contract type

Responsibilities

o Ensurethe works within agreed organisational values and delivers against its strategic
objectives.
o Perform the duties of a Company Secretary and ensure that the complies with the

requirements of the Companies Act 2006.

» Ensure the principles of good governance are upheld by implementing and maintaining The FA's Code of
Governance for County FAs.

« Manage budgets through appropriate systems and processes and allocate resources to ensure that the

operates within sound financial principles.

« Maintain an oversight of all the policies and procedures, ensuring that they are reviewed
annually and updated where necessary.

o Accountable for ensuring that safeguarding is embedded throughout the and grassroots

football in accordance with safeguarding legislation, FA Safeguarding Policy, best-practice guidance and
education programmes.
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Responsibilities

« Ensure the Board receives regular updates on safeguarding and are provided with all the information they require
to fulfil their governance oversight duties and to scrutinise ongoing safeguarding policies and procedures.

« Embed safeguarding responsibilities and accountabilities into the Business Strategy, Budget,
Risk Register and Operational Plan.

« Accountable for ensuring that staff and volunteers deployed by the are suitable for their roles
and uphold the values and behaviours of the through a safer recruitment policy and that this
policy is applied to new appointments.

o Leadinvestigations into allegations made against staff or volunteers and/or other
volunteers directly deployed on behalf of the to work with under-18s and adults at risk,

including those who work on a temporary or locum basis.

« Generate a culture of listening to children and ensure there are processes in place to consider children and
young people’s views as part of the decision-making process.

« Ensure that the Health and Safety policies and procedures are implemented consistently across the
in line with Health and Safety legislation.

« Responsible for the wellbeing, development and ongoing performance of the workforce.

« Work with the Board on matters relating to finance, corporate governance, football development, football
services, marketing, communications, public relations and risk management.

o Attractincreased investment into the by maximising assets and continually raising its
image, profile and reputation.

« Responsible for relationship management with The FA and ensure that all activities are managed with
integrity and the highest levels of compliance.

« Build strategic partnerships with key stakeholders to improve delivery and increase relevance of football locally.

o Ensurethe is committed to promoting equality and diversity throughout all areas of its work
and grassroots football.

« Provide the highest level of customer excellence to support volunteers across all FA Technology systems
(FA Events, Whole Game System, Matchday app and Full-Time).

o Execute tasks as required in order to meet the changing priorities.

Person Specification

Qualifications

Essential Desirable
« Educated to degree level (or equivalent work « Recognised management qualification e.g. CM|,
experience). MBA.

« Recognised accountancy qualification e.g. ACCA,
CIMA, CIPFA.

« A company secretary qualification.
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Skills

Essential

o Ability to lead a team with excellent
communication and people management skills.

« Strategic level decision-making skills in a fast-
paced and stakeholder-intensive environment.

o Business planning, objective setting and
managing team and individual performance.

« Ability to influence effectively at all levels.

o Expertise in managing and engaging a wide
range of stakeholders to create sustainable
partnerships.

« Ability to lead the team in delivering exceptional
customer service.
« Coaching and mentoring skills.

« Financial acumen and the proven ability to
establish and monitor financial control systems
and manage risk.

« Ability to develop and implement commercial
strategies to generate income.

o Ability to work under pressure, handle multiple
priorities and meet deadlines.

o Excellent IT skills including the use of Microsoft
Office applications.

Desirable

Knowledge and Experience

Essential

« Fundamental understanding of running a
business, including finance and human resource
management.

« Experience in delivery of strategic objectives

« Understanding of football governance and
development.

« Knowledge of relevant legislation including
company law, equality legislation, employment
and health and safety legislation.

« Knowledge and understanding of safeguarding.

Desirable

o Comprehensive understanding of The FA's
Grassroots Football Strategy and how the County
FA Business Plans support its delivery.

« Knowledge and understanding of working with
volunteers.

« Knowledge of marketing.

« Previous experience of working in grassroots
football or other sports-related governing bodies.

Enhanced DBS Check required? YES/NO
Check required on Companies House disqualified YES
directors’ register?

Clean, full driving licence? YES/NO
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described below

The job holder will be expected to understand and work in accordance with the values and behaviours

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement:

« l|dentifies the need for,and actions change in direction, practice, policy or procedure.
o Questions the way things are done and takes informed risks.
« Continuously seeks to improve efficiency and performance.

RESPECTFUL

Sets the standards for respectful behaviour across the game:
« Maintains people’s self-esteem when interacting with them.
« Avoids pre-judgement when listening to suggestions from others.
« Seizes the opportunity to apply FA standards at all times.

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone:

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds, experience and
perspective

o Seeks out and embraces new ways of thinking and working.

DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing:

« Works relentlessly to overcome roadblocks or obstacles to achieve the goal.

« Remains focused on seeing agreed goals through to completion taking pride in
their work.

¢ Maintains motivation for their team and themselves.

EXCELLENT

The very best outcome achieved by sustained excellence in performance:

o Seeksto achieve the highest levels of performance at all times.
o Persistent to achieve a standard that others consider impossible.
« Challenges others to go further and achieve more.

Job description reviewed
and modified by:

Date job description
reviewed and modified:

Job description
authorised by:

Signed by role holder
(on appointment):

Date signed:

One copy to be retained by the job holder, one signed copy to be stored confidentially by the employer.
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APPENDIX 10

County FA Finance Director Role Profile -
Template (updated October 2021)

Role Title Non-Executive Finance Director

Reports to Chair of the Board of Directors

Role Description

The Non-Executive Finance Director will act as an ambassador for and act as a custodian of the
highest standards of integrity and governance. The Director will bring recent and relevant financial experience
that will enable robust financial controls and secure systems of risk management. They will work closely with
the wider Board, ensuring that they are informed through relevant and timely information. They will required
to form a strong relationship with the CEOQ, providing support and acting as a sounding board on all financial
matters.

Role Purpose

« Todirect and monitor the business affairs of the Association by determining the vision, strategy, plans,
policies, and financial investment required to achieve the overall long-term business objectives.

« Tooversee the financial planning of the Association by analysing its performance and risks.
« Toretain constant awareness of the Association’s financial position and act to prevent problems.

« Tobe anactive board member, providing strategic oversight and to constructively challenge and review
the strategic plan.

Location

Estimated time
commitment to
fulfil the role

This isavoluntary role.

Remuneration
and Expenses
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Responsibilities

General

o Serve as a Director of and to actively participate in its strategic management.

» Execute the responsibilities of a Company Director in accordance with the Companies Act (2006) and
other relevant legislation.

« Safeguard the interests of the membership and stakeholders of the Association.

« Establish clear objectives to deliver the agreed strategy and business plan and regularly review
performance against those objectives.

« Ensure the effective implementation of Board decisions by the CEO and staff, holding the CEO to account
for the effective management and delivery of the Association’s strategic aims and objectives.

« Jointly oversee the management of risk to the Association.

« Develop and maintain an effective corporate governance structure.

« Monitor the financial affairs of the Association and ensure the effective use of finances.

« Promote equality of opportunity throughout the Association.

* Represent the Association to partners and stakeholders of the Association in a professional manner.

o Actwith discretion inrespect of sensitive, confidential, or commercial information provided to you in this role.

Finance

« QOversee all audit and control operations.

« Oversee the preparation of timely and detailed reports on financial performance on a quarterly and annual basis.
« Provide support to, and act as a sounding board for the CEO on financial matters.

« Ensure compliance with regulations, statutes and guidelines.

« Ensure financial controls and processes are in place.

« Support the Association in its strategic decision-making.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 138




Person Specification

Qualifications and Experience

« Proven experience as a Director of Finance or similar role. This will include working as a CFO/Director of
Finance and/or accountancy qualifications.

« In-depth knowledge of corporate finance and accounting principles, laws and best practices.
« Solid knowledge of financial analysis and forecasting.

Skills and Personal Attributes

« Possess or show willingness to have an understanding of grassroots football.

o Analytical and rational thinking.

« Positive attitude and highly self-motivated with ability to motivate others.

« Evidence of emotional intelligence and self-awareness.

« Astrong commitment to promoting and embedding diversity and inclusion at all levels.

Enhanced DBS Check required? YES/NO
Check Companies House Disqualified Directors YES
Register?

Clean full driving licence? YES/NO

The role holder will be expected to understand and work in accordance with the values and behaviours

described below

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement
« |dentifies the need for, and actions change in direction, practice, policy or
procedure.
« Questions the way things are done and takes informed risks.
« Continuously seeks to improve efficiency and performance.

RESPECTFUL

Sets the standards for respectful behaviour across the game:
« Maintains people's self-esteem when interacting with them.
« Avoids pre-judgement when listening to suggestions from others.
« Seizes the opportunity to apply FA standards at all times.

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone:

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds, experience and
perspective

« Seeks out and embraces new ways of thinking and working.
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DETERMINED Tenacious and accountable. Serving the whole game and doing the right thing:

« Works relentlessly to overcome roadblocks or obstacles to achieve the goal.

« Remains focused on seeing agreed goals through to completion taking pride in
their work.

« Maintains motivation for their team and themselves.

EXCELLENT The very best outcome achieved by sustained excellence in performance:

o Seekstoachieve the highest levels of performance at all times.
« Persistent to achieve a standard that others consider impossible.

« Challenges others to go further and achieve more.

Role profile reviewed
and modified by:

Date role profile
reviewed and modified:

Role profile authorised by:

Signed by role holder
(on appointment):

Date signed:

One copy to be retained by the role holder, one signed copy to be stored confidentially by the Association.
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APPENDIX 11

County FA Chair of the Board of Directors
Role Profile — Template

Role Title Chair of the Board of Directors

Reports to Accountable to the Membership of

Role Purpose

« Toberesponsible for the leadership of the Board of Directors and is accountable to the Membership of
County Football Association (subsequently referred to as ‘the Association’). He or she will be responsible
for overseeing the affairs of the Association and for ensuring that the Board meets its obligations and
responsibilities to the Association.

« To hold the Board to account for the performance of the Association providing inclusive leadership to
the Board of Directors, ensuring that each Director fulfils their duties and responsibilities for the effective
governance of the Association.

« Toactas an ambassador for the Association.

« The Chief Executive Officer reports to the Board of Directors through the Chair who is directly responsible
for his or her performance review and management.

Direct Reports (CEO or Company Secretary reports to the Chair)

Include office address and other options or requirements such as homeworking or

Location additional travel to other locations or overnight stays.

The role requires acommitment to attend / 7 Board meetings a year. Meetings are
Estimated time normally held on at and normally last in the region of
commitment to hours.
fulfil the role The Chair is also required to attend General Meetings and other ad hoc events held

within the County.

This is a voluntary role which is not accompanied by any financial remuneration.

County FA Expenses will be paid in line with the current Expense Policy of
Remuneration or

PR e Travel and accommodation to FA events where The FA has agreed to reimburse County

FA Expenses will be paid in line with the current County FA Expense Policy issued by
The FA.
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Responsibilities

« Serve as a Director of the Association and to lead the Board in setting the strategy of the Association.

« Execute the responsibilities of a Company Director in accordance with the Companies Act (2006) and
other relevant legislation (including the Charities Act 2011).

» Ensure that the Board maintains and demonstrates a clear division between the Board’s management and
oversight role and the executive’s operational role.

o Leadthe Board in the approval of the long term financial plan and annual budget.
« Setthe agenda for each Board meeting in consultation with the CEO.

« Chair Board meetings effectively, ensuring that Directors receive accurate, timely and clear information
and that adequate time is available for discussion and time is used productively.

« Leadthe Boardin demonstrating transparency and accountability, engaging effectively with stakeholders
and nurturing internal democracy.

« Setanexample in the values and behaviours adopted, acting at all times in line with the Code of Conduct
agreed by the Board.

« Monitor the delivery of the strategic plan and objectives of the Association.

« Undertake and maintain evaluation records of the Board’s skills and performance and of individual
Directors, and that of its committees in line with the Code of Governance.

o Use evaluation findings to develop the skills and effectiveness of the Board.

o Review, with the CEOQ, any issues of concern to the Board including the wellbeing of staff and the wider
workforce of the Association.

« Manage the performance of the CEQ, providing opportunities for coaching and development as required.

« Leadthe Board inidentifying proportionate and appropriate actions to be taken to support and/or
maintain diversity targets set and agreed for the Board.

« Actasanambassador and represent the Association at internal and external meetings and functions.
« Appoint Chairs to the various committees in consultation with members of the Board.

« Serve as an ex officio member of all committees.

o Perform other responsibilities as assigned by the Board.

Person Specification

Qualifications

Essential Desirable

« No specific qualifications are essential to
perform this role of Chair

« However, where the Chair performs a specific
function on the Board in addition to Chair,
qualifications may be required
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Skills

Essential

Excellent meeting chairing skills including the
ability to generate a productive group discussion
ensuring that all voices and points of view are
heard and given due consideration

Strategic leadership and management skills

The ability to facilitate a positive Board culture,
and in particular the relationship between the
Board and the executive workforce

Decision-making skills. The appropriate use of
knowledge and experience to make informed
decisions to the benefit of the organisation

Excellentinterpersonal skills including
rapport-building, active-listening and incisive
questioning

Recruitment and selection skills

The ability to form productive relationships
both internally and externally and strategic
partnerships for the benefit of the Association

Desirable

o Performance management and conducting
appraisals (in relation to the management
of CEO)

« Business coaching and mentoring
« Working with Board skills audits

Knowledge

Essential

Knowledge and understanding of the
responsibilities of a Board Director

Knowledge and understanding of the
Companies Act (2006)

Thorough knowledge and understanding of the
Safeguarding Requirements for the Association
Thorough knowledge of the Articles of
Association and their application

Up to date and thorough knowledge of
Grassroots Football and the role of the
Association in its governance

Knowledge of the County FA Governance Code

Understanding of how to apply Principles of
inclusive practice

Knowledge and understand of financial
accounts, management accounts and budgeting

An understanding of The FA National Game
Strategy and how this affects the work of the
County Football Associations

Desirable

« Knowledge of other key areas of legislation
including Health and Safety, Employment,
GDPR, Bribery and anti-corruption,
whistleblowing and Taxation

* Risk management
o Customer experience and engagement
« Succession planning
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« Asoundunderstanding of the volunteer/
professional relationship and how this can best
work to support the work of the Association

o Anunderstanding of and commitment to
equality, diversity and inclusion

o Effective use of digital communication including
email and the internet

Enhanced DBS Check required? YES
Check Companies House Disqualified Directors YES
Register?

Clean full driving licence? YES/NO

The Role Holder will be expected to understand and work in accordance with the values and
behaviours described below

The values below are those of The FA. If the County FA has a variation of these values, they should be
inserted below.

FA Value Behaviours

PROGRESSIVE Embraces new thinking in pursuit of continuous improvement

« |dentifies the need for, and actions change in direction, practice,
policy or procedure

« Questions the way things are done and takes informed risks

« Continuously seeks to improve efficiency and performance

RESPECTFUL Sets the standards for respectful behaviour across the game

« Maintains people’s self-esteem when interacting with them

« Avoids pre-judgement when listening to suggestions from others
« Seizes the opportunity to apply FA standards at all times

INCLUSIVE Champions and ensures that football is, and will remain, a game for everyone

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds,
experience and perspective

« Seeks out and embraces new ways of thinking and working

DETERMINED Tenacious and accountable. Serving the whole game and doing the right thing

« Works relentlessly to overcome roadblocks or obstacles to achieve the goal

« Remains focused on seeing agreed goals through to completion taking pride
in their work

« Maintains motivation for their team and themselves
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EXCELLENT

The very best outcome achieved by sustained excellence in performance

« Seekstoachieve the highest levels of performance at all times
o (Canbe persistent to achieve a standard that others consider impossible
o Challenges others to go further and achieve more

Role Profile agreed by
the Board of [insert
County FA name] and
signed on behalf of the
Board by the Chair:

Name Signature

Date Role Profile agreed
by the Board:

Role Profile signed by
role holder:

Name Signature

Date Role Profile signed
by role holder:
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APPENDIX 12

County FA Governance Nomination and
Appointment Committee — Terms of Reference

1. Code Requirement

Point 1.24 of the Governance Code requires that
the Board shall maintain a Nomination Committee
either on a permanent or ad hoc basis unless the
circumstances of the organisation are such that
itis appropriate for the Board to act as the
Nomination Committee.

2. Purpose

The Nomination and Appointment Committee has

the responsibility for leading the process of recruitment
for Board and senior executive appointments. However,
the Board retains the authority to make the final
decision.

In respect of Board appointments, it is the responsibility
of the Nomination and Appointment Committee to
evaluate the Board’s current capability against the
agreed skills matrix, and, considering this evaluation,
agree a description of the role and capabilities required
for an appointment. See also Requirement 1.11

(skills matrix).

3. Remit
The Nomination and Appointment Committee will:

« Consider nominations for the role of elected
Directors of the Association against agreed criteria
and to ensure that the candidates have the skills,
knowledge and experience to adequately perform
therole.

« Oversee the process for engaging appointed
Directors, including:

Ensuring that role descriptions and person
specifications are drafted and approved.

—  Ensuring that the post is advertised widely
in a manner that will attract a diverse range
of candidates.

— Considering all applications against the
agreed criteria and conducting interviews
where appropriate.

— Making recommendations to the Board of
Directors.

« Oversee the process for appointing members of
Standing Committees of the Association, including:

— Ensuring that posts are advertised widely
in a manner that will attract a diverse range
of candidates.

— Considering all applications against the
agreed criteria and conducting interviews
where appropriate.

—  Making recommendations to the Board
of Directors.

4, Membership

Most of the members of the Nomination and
Appointment Committee shall be Independent Non-
executive Directors and it shall be chaired by the Chair
(except whenit is dealing with the appointment of a
successor to the Chair, when it shall be chaired by an
Independent non-executive Director). In many cases the
Nomination Committee will have three members and

be set up onan ad hoc basis. If the Board does not have
aNomination and Appointment Committee, the Board
itself will be responsible for recruitment to the Board.

5. Role of the Nomination and
Appointment Committee in
recruiting Appointed Directors

It will usually be the responsibility of the Nomination
and Appointment Committee to draw up the shortlist of
candidates from the applications received with support
of the CEO.

In establishing and interview panel, the Nomination
and Appointment Committee may invite additional
individuals to join who have specific expertise such as
The FA Senior Regional Manager.

After the interview process, the Nomination and
Appointment Committee reviews the assessment

of the candidates and makes recommendations to

the Board of the preferred candidate. If possible, the
Nomination and Appointment Committee should reach
a unanimous verdict.
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If multiple candidates are deemed appointable, the
Nomination and Appointment Committee may draw
attention to this point.

The Board should be provided with enough
information on the candidates who were interviewed
in order that they can reasonably come to a

decision. It is assumed that the Board will accept

the recommendations of the Nominations and
Appointment Committee in nearly all cases. However,
the Board has the ultimate authority to appoint.

6. When the Board acts as Nomination
and Appointment Committee

For those County FAs which do not have a Nomination
and Appointment Committee, the Board itself will be
responsible for recruitment to the Board. It should be
the aim of the Board to reach a consensus view on the
preferred candidate. If that is not possible, the Chair
or Senior Independent Director when recruiting a new
Chair, should be responsible for the final decision.

Itisimportant when the Board acts as the Nomination
Committee, it is particularly mindful of any conflicts of
interest that may arise.

7. Recruiting without discrimination

Itis alegal requirement not to discriminate against
role applicants at any stage of the process because of
protected characteristics as specified in the Equality
Act. Stages include:

o Advertising the role

« Longlisting

o Shortlisting for interview

o Interviewing

« Making an offer
The Board should have an overview of diversity among
the Board and across the County FA as a whole.
Where it reasonably thinks that a protected group is
under-represented or faces disadvantage it can set

aspirational targets to improve diversity and inclusion
inthe County FA.

Any targets set must be realistic and must avoid
unlawful discrimination.

8. Advertising for Appointed Directors

To attract the most skilled and diverse range of
candidates possible, positions for appointed Directors
should be advertised widely. Advertising should be
tailored to the target audience both in the content of
the advert and where it is placed. Evidence suggests
that the wording of role descriptions impacts on the
diversity of applicants (beyond simply ensuring that
the application does not actively discriminate).

Itis recommended that the application period is left
open for approximately 4 weeks.

9. Invitations to Interview
Applicants who are to be invited to an interview should
receive at least one week’s notice and be sent the
following information:

« Timeand place of interview

« Names and positions of interviewers

« Details of the selection process

« Requirement to bring identity documents

Candidates should be asked about access needs before
the interview and relevant needs should be met.

10. Interview questions

The Nomination and Appointment Committee should
convene in advance of the interviews to decide on the
questions to be asked and to agree an objective means
of candidate assessment such as a scoring system.

Candidates should be asked for specific examples to
demonstrate the competencies being sought.

11. Interview Panel composition

The Nomination and Appointment Committee may
choose to appoint additional members to the interview
panel, should it be deemed necessary.

Typical interview panel composition would be:
o Chair
« CEO
o Expert - preferably externally verified
« Independent adviser (e.g. HR, Regional Manager)
« One other Board Member

Itis recommended that the interview panel should be
of mixed gender.
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The interview panel should arrange to meet for an initial
discussion before the first interview and then should
speak again directly or soon after the final interview.

12. Decision-making
« The decisions of the Nomination and Appointment
Committee shall be communicated in writing,
which includes emails.
o The Nomination and Appointment Committee
is empowered to refuse the nomination of any
person who objectively fails to meet the criteria.

13. Disclosure and Barring Service Check

A DBS Check is likely to be needed for some (if not all)
Board roles. Consult with the Senior Safeguarding Lead
for advice.

14. Informing unsuccessful candidates
Candidates who take partin aninterview but are
unsuccessful should be informed by phone and some
feedback should be provided.

Candidates rejected before interview should be
informed by email at the earliest opportunity.

15. Appointment letter for new Directors

Any verbal offers should only be made on a conditional
basis.

The successful candidate should be sent a written offer
detailing the terms and conditions of appointment.
While there is not a contract of employment between
the County FA and any non-executive Director, all
Directors will have legal duties under the Companies Act.

Appointments should be conditional upon:

« Satisfactory DBS Check, if needed;

o Completion of Declaration of Good Character
(see Appendix 40 for a Template).
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16. Co-opting a Director

A co-opted Director is a Director who is temporarily
appointed by the Board outside of the customary
appointment process. This period would not normally
be longer than a year. The reasons for co-opting a
Director should be documented. During the period

of co-option, the Nomination and Appointment
Committee should implement plans to address the
reason for the original co-option (e.g. recruitment to
fill a skills gap).

17. Review

The Board will review the terms of reference and
processes of the Nomination and Appointment
Committee on an annual basis.



APPENDIX 13

Board Recruitment Process Guidelines

Vacancy identified due to
term end or resignation

Review applications and
shortlist for interview using
agreed scoring mechanism

Review any potential
conflicts of interest of
shortlisted candidates

Board makes final decision

Conditional offer is made

Update skills matrix

Review skills matrix and
succession plan to identify
skills gaps on Board

Receive applications

Nomination and
Appointment Committee
(or Board) decides on
interview panel

Nominations and
Appointment Committee
(or Board) form a collective
decision on the outcome

Candidate completes
declaration of good
character and DBS Check
(where applicable) is
carried out. References are
sought.

Carry out induction

Develop role description

Publish advert

Interviews scheduled

Interview panel debrief and
record scores and summary
of candidates

If conditions are met,
appointment letter is sent
to successful candidate

Company Secretary/CEO
to file appointment of new
Director at Companies
House

Determine the application
process, where to advertise
and closing date

Produce application
pack and advert

Interview panel agree
questions to be asked and
scoring process

Interviews are conducted

Unsuccessful applicants
(not shortlisted) are
informed by email.
Unsuccessful applicants
who attended interview
are informed by phone and
followed up in writing

Decision communicated
internally and externally
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APPENDIX 14

County FA Senior Independent Director
Role Profile (updated October 2021)

Role Title Senior Independent Director

Reports to Chair of the Board of Directors

Role Purpose

The Senior Independent Director is a non-executive Director appointed by the Board who may be but does
not have to be the Vice-Chair.

Collectively, the Board of Directors of [ ] Ltd are required to direct the business affairs of the Association
and to determine the vision and strategy, plans, policies and financial investment required to achieve the
Association’s aims. As such, individually and collectively, the Directors are accountable to the Membership.

Direct Reports (Only applicable where CEO or Company Secretary may report to the Chairperson)

Include office address and other options or requirements such as homeworking or

pesates additional travel to other locations or overnight stays.

Estimated time Keep this as flexible as possible to maximise inclusivity.

commitment to The post requires a commitment to attend [ ] Board meetings a year. Meetings are

fulfil the role normally held on at and normally last in the region of [ ] hours.
County FA Expenses will be paid in line with the current Expense Policy of

Expenses

Travel and accommodation to FA events where The FA has agreed to reimburse County FA
Expenses will be paid in line with the current County FA Expense Policy issued by The FA.

Responsibilities

General Director Duties

Serve as a Director of the Company and to actively participate in its strategic management.

Execute the responsibilities of a Company Director in accordance with the Companies Act (2006)
and other relevant legislation.

Safeguard the interests of the Membership and stakeholders of the Association.

Establish clear objectives to deliver the agreed strategy and business plan and regularly review
performance against those objectives.

Ensure the effective implementation of Board decisions by the CEO and staff, holding the CEO to account
for the effective management and delivery of the Association’s strategic aims and objectives.

Set challenging objectives for continuously improved performance.
Oversee the management of risk to the Association, including matters of Health and Safety.
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« Develop and maintain an effective corporate governance structure.

« Monitor the financial affairs of the Association through reports provided by the Finance Director
and to ensure the effective use of financial and other resources.

« Contribute to constructive debate on all Board matters.
« Promote equality of opportunity throughout the Association.
o Fully participate in Board induction, training or development and performance monitoring.
o Perform other responsibilities as assigned by the Board.
Specific Senior Independent Director Duties
« Beavailable to County FA staff and volunteers if they have concerns which contact through the usual
channels of CEO or Chair has failed to resolve or where it would be inappropriate to use such channels.
« Support the Chair in leading the Board and acting as a sounding Board and source of advice for the Chair.

« Hold a meeting with the other Directors at least once per year in the absence of the Chair as part of the
Chair's appraisal process.

« There may be other circumstances where such meetings are appropriate. Examples might include
informing the reappointment process for the Chair, where concerns have been expressed regarding
the Chair or when the Board is experiencing a period of stress.

« Carry out the appraisal of the Chair.

« Take responsibility for an orderly succession process for the Chair role where a re-appointment
or a new appointment is necessary.

Person Specification

Qualifications

Essential Desirable

Adapt this section according to the Board skills
matrix to meet the needs required for the Board
to function effectively.

Consider:
o Academic level of qualification required —is an
academic level essential?

« Professional level of qualification required —is
there a relevant qualification —is it a must have
or only desirable?
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Skills

Essential

o Strategic leadership and management skills.
The ability to develop and monitor
organisational strategy

o Decision-making skills. The appropriate use of
knowledge and experience to make informed
decisions to the benefit of the organisation

« The ability to debate, discuss and challenge ina
constructive manner

o Excellentinterpersonal skills. The ability to form
strong, productive relationships both internally
and externally to the benefit of the Association

« An ability to understand financial accounts,
management accounts and budgeting

o Accesstoand ability to use, email and the internet
o Diplomacy and conflict management skills

Desirable

Knowledge

Essential

« Asoundunderstanding of the volunteer/
professional relationship and how this can best
work to support the work of the Association

« Anunderstanding of and a commitment to
equality in action

« Thorough knowledge and understanding of the
Safeguarding Requirements for the Association

« Knowledge, understanding and interest in
grassroots sport, particularly football, and other
related activities

Desirable

« Anunderstanding of The FA Grassroots Football
Strategy and how this affects the work of the
County Football Associations

Enhanced DBS Check required? YES/NO
Check Companies House Disqualified Directors YES
Register?

Clean full driving licence YES/NO
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The Role Holder will be expected to understand and work in accordance with the values and
behaviours described below

The values below are those of The FA. If the County FA has a variation of these values, they should be

inserted below.

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement
« |dentifies the need for, and actions change in direction, practice, policy
or procedure
o Questions the way things are done and takes informed risks
« Continuously seeks to improve efficiency and performance

RESPECTFUL

Sets the standards for respectful behaviour across the game

« Maintains people’s self-esteem when interacting with them
« Avoids pre-judgement when listening to suggestions from others
o Seizes the opportunity to apply FA standards at all times

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds, experience
and perspective

o Seeks out and embraces new ways of thinking and working

DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing

o Works relentlessly to overcome roadblocks or obstacles to achieve the goal

« Remains focused on seeing agreed goals through to completion taking pride
in their work

« Maintains motivation for their team and themselves

EXCELLENT

The very best outcome achieved by sustained excellence in performance

« Seeksto achieve the highest levels of performance at all times
o (Canbe persistent to achieve a standard that others consider impossible
o (Challenges others to go further and achieve more
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Role Profile agreed by Name Signature

the Board of [insert
County FA name]
and signed on behalf
of the Board by the
Chairperson:

Date Role Profile agreed
by the Board:

Name Signature

Role Profile signed by
role holder:

Date Role Profile signed
by role holder:
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APPENDIX 15

ICSA Guidance Note: The Roles of the
Chairman, Chief Executive and Senior

Independent Director under the
Combined Code

This appendix is reproduced by kind permission of the Institute of Chartered Secretaries (ICSA).

As yoU'll see, it contains Appendices of its own —not to be confused with the numbering of Appendices on page 6
of this overall FA-produced document.
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Icsa

Trust through governance

Guidance note

The roles of the chairman,
chief executive and senior
independent director under
the Combined Code

Contents:

Introduction
The chairman

The chief executive
The senior independent director “SID”
Appendix 1: Role of chairman
Appendix 2: Role of chief executive
Appendix 3: Role of the chairman and
chief executive - alternative approach
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The roles of the chairman, chief executive and senior
independent director under the Combined Code

Introduction

Corporate governance in the UK is regulated not by legislation but by the Combined Code,
which is annexed to the UK Listing Rules and requires companies to either comply or explain
why they are choosing a different course. This means that companies are entitled to have
procedures that suit their business, rather than follow a prescribed legal structure, as long as
they can give an adequate explanation in their annual report for not following the Code.

Some of the proposed changes to the Combined Code resulting from the Higgs review! which
gave the most cause for debate related to what was seen as a weakening of the role of the
chairman. Many of these issues were resolved before the final version of the Code was
produced in July 2003. This note looks to identify the respective roles of the chairman, the
chief executive and the senior independent (non-executive) director.

1 The role and effectiveness of the non-executive director, by Derek Higgs published January 2003

If you have any feedback on the content of these resources, or additional questions that you’d like to discuss,
please contact the ICSA information centre: 020 7612 7035 | informationcentre@icsa.org.uk

© ICSA, 2004

The information given in this guidance note is provided in good faith with the intention of furthering the understanding of the subject matter.
While we believe the information to be accurate at the time of publication, ICSA and its staff cannot, however, accept any liability for any loss or
damage occasioned by any person or organisation acting or refraining from action as a result of any views expressed therein. If the reader has any
specific doubts or concerns about the subject matter they are advised to seek legal advice based on the circumstances of their own situation.
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The roles of the chairman, chief executive and senior
independent director under the Combined Code

The chairman

The Higgs review sees the chairman playing a pivotal role in the company, and creating the
conditions for overall board and individual non-executive director effectiveness. The
Combined Code clearly differentiates between the running of the company’s business and the
running of the board. The Code states that the chairman is responsible for:

e Leadership of the board, ensuring its effectiveness on all aspects of its role and setting its
agenda;

e Ensuring that the directors receive accurate, timely and clear information;

¢ Ensuring effective communication with shareholders;

¢ Facilitating the effective contribution of non-executive directors and ensuring constructive
relations between executive and non-executive directors, and

e Acting on the results of board performance evaluation by recognising the strengths and
addressing the weaknesses of the board and, where appropriate, proposing new members
be appointed to the board or seeking the resignation of directors.!

To ensure that this happens the Combined Code now requires that the roles of the chairman
and chief executive be separated,? in addition the board needs to agree a high level
statement of which decisions are to be taken by the board and those that are delegated to
management.? Appendix 1 to this guidance note details a suitable outline statement for the
board to adopt.

The Combined Code now suggests that a chief executive should not go on to become
chairman of the same company.® This is because the detailed knowledge of the general
running of the company will impede the handover of management responsibility to another
individual. This may cause confusion among other executives and result in unwanted
tensions between the chairman and chief executive. It may also impact on the chairman’s
ability to keep the non-executive directors informed, as they may take for granted that the
non-executives have the same level of inside knowledge as they do.

This does not mean that there may not be circumstances when, for a short period of time, the
chief executive may be the best candidate to act as chairman. For example this may be during
a period of intense company reorganisation, where the board has promoted a new chief
executive from within. The outgoing chief executive could provide valuable support to the
new appointee, for a short period, before a new chairman is found. This would be a clear
example of the need to explain the company’s non-compliance with the Code provision. In

L Principles of Good Governance and code of Best Practice (The Combined Code as amended by the Higgs review), principles A.2 and A.6
2 Code provision A.2.1
3 Code provision A.1.1 5
Code provision
A2.2
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The roles of the chairman, chief executive and senior
independent director under the Combined Code

this case the chairman could not be considered independent on appointment,* which would
need to be disclosed in the annual report.

The chairman, under the Code, is responsible for ensuring the efficient use of the board’s time
and that the agenda is forward looking, concentrating on strategy, rather than approving
issues which should have been delegated to management. They must allow sufficient time to
discuss complex or contentious issues and if necessary arrange for preboard preparation. This
should avoid non-executive directors being faced with unrealistic deadlines for decision-
making.

The company secretary has a clear role to play in supporting the chairman in the design of the
agenda and ensuring that the non-executive directors are comfortable with the amount of
information that they receive. The Combined Code states “The company secretary should be
responsible for advising the board, through the chairman, on all governance matters.””

The chief executive

The revised Combined Code does not specify a corporate governance role for the chief
executive, but notes that the board should have a clear division of responsibilities and the
posts of chairman and chief executive should not be combined in one individual.

To facilitate the division of the responsibility of running the board and running the company
the Combined Code recommends that a clear division of responsibilities is set out in writing
and agreed by the board.® It is, however, recognised that there should be a strong executive
representation on the board, so that power and information are not concentrated in one or
two individuals.’

4 Code provision A.2.2
5 Code principle A.5
6 Code provision A.2.1
7 Code principle A.3
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The roles of the chairman, chief executive and senior
independent director under the Combined Code

The senior independent director “SID”

The Higgs review builds on the view expressed in Hampel® and codified in the Combined
Code that a senior non-executive director should be identified in the annual report. The SID
should be available to shareholders, if they have a concern that contact through the normal
channels of chairman, chief executive and finance director has failed to resolve or where such
contact is inappropriate.® To be in a position to undertake this role, the SID should attend
“sufficient meetings with a range of major shareholders to listen to their views in order to
help develop a balanced understanding of their issues and concerns. The chairman should
ensure that the views of shareholders are communicated to the board as a whole”.*° It must
be emphasised that these are meetings that management would have as part of their normal
investor relations programme, they are not special events or one to one meetings with the
institution and SID, unless the shareholder has raised a concern with the SID that has not
been dealt with in the normal manner.

Under the revised Code the SID should also lead a meeting of the non-executive directors at
least once a year, without the chairman present, to appraise the chairman’s performance
and on such other occasions as are deemed appropriate.*

The purpose of this guidance note is not to be prescriptive but to provide a starting point to
help ensure that all the issues are addressed. As with most aspects of corporate governance
one size does not fit all and the detailed division of responsibilities will vary from one
company to another according to each company’s specific circumstances and the nature of
the individuals involved. Examples of such differences may be the reporting lines of some
individuals or whether charitable donations are considered separately or as part of the
corporate social responsibility policy.

Appendices 2 & 3 provide separate specimen descriptions of the roles of the chairman and
chief executive respectively while appendix 4 provides an example of an alternative approach
that some companies may prefer. Appendix 5 provides a brief suggested description of the
role of the senior independent director.

Additional reading:

Guidance Note — Matters reserved for the board

Guidance Note — Reporting lines for the company secretary

Guidance Note — Specimen job description for the corporate governance role of the company
secretary

8 Committee of Corporate Governance: Final Report (The Hampel Report) January 1998
9 Code provision A.3.3
10 Code provision D.1.1
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The roles of the chairman, chief executive and senior
independent director under the Combined Code

Appendix 1: Role of chairman

A. The chairman is responsible for:
1. Meetings

e Chairing board and general meetings and those of the nomination committee.

¢ Running the board and ensuring its effectiveness in all aspects of its role, including
regularity and frequency of meetings.

e Setting the board agenda, taking into account the issues and concerns of all board
members. The agenda should be forward looking, concentrating on strategic matters.

e Ensuring that there is appropriate delegation of authority from the board to
executive management.

e Ensuring that the directors receive accurate, timely and clear information, including
that on the company’s current performance, to enable the board to take sound
decisions, monitor effectively and provide advice to promote the success of the
company.

e Managing the board to allow enough time for discussion of complex or contentious
issues. The chairman should ensure that directors (particularly nonexecutive
directors) have sufficient time to consider critical issues and obtain answers to any
guestions or concerns they may have and are not faced with unrealistic deadlines for
decision making.

2. Directors

e Facilitating the effective contribution of non-executive directors and encouraging
active engagement by all members of the board.
e Ensuring constructive relations between the executive and non-executive directors.
» Holding meetings with the non-executive directors without the executives present.?
3. Induction, development and performance evaluation

e Ensuring that new directors participate in a full, formal and tailored induction
programme, facilitated by the company secretary.

e Ensuring that the development needs of directors are identified and, with the
company secretary having a key role, that these needs are met. The directors should
be able to continually update their skills and the knowledge and familiarity with the
company required to fulfil their role on the board and its committees.

¢ |dentifying the development needs of the board as a whole to enhance its overall
effectiveness as a team.

12 This corresponds to provision A.1.3 of the Combined Code however experience suggests that the scope of such meetings may need to be
carefully defined and controlled to ensure that executive directors are not made to feel that decisions are being made without their
involvement.
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The roles of the chairman, chief executive and senior
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e Ensuring the performance of the board, its committees and individual directors is
evaluated at least once a year and acting on the results of such evaluation by
recognising the strengths and addressing the weaknesses of the board. Where
appropriate, through the nomination committee, proposing that new members be
appointed to the board or seeking the resignation of others.

4, Relations with shareholders

e Ensuring effective communication with shareholders.

¢ Maintaining sufficient contact with major shareholders to understand their issues and
concerns, in particular discussing governance, strategy and remuneration with them.

e Ensuring that the views of shareholders are communicated to the board as a whole so
that all directors develop an understanding of their views.

5. AGM

e Arranging for the chairmen of board committees to be available to answer questions
at the AGM and for all directors to attend.

The chairman’s direct reports are the chief executive and the company secretary.

B. In addition, the chairman should:

e Uphold the highest standards of integrity and probity.

e Set the agenda, style and tone of board discussions to promote effective decision
making and constructive debate.

e Ensure that they are fully informed about all issues on which the board will have to
make a decision, through briefings with the chief executive, the company secretary,
and members of the executive management as appropriate.

e Ensure clear structure for, and the effective running of, board committees.

e Ensure effective implementation of board decisions.

e Promote effective relationships and open communication between executive and
non- executive directors both inside and outside the boardroom, ensuring an
appropriate balance of skills and personalities.

e Build an effective and complementary board, and with the nomination committee,
initiate change and plan succession in board appointments (except that of a successor
as chairman) subject to board and shareholder approval.

e With the assistance of the company secretary, promote the highest standards of
corporate governance, seeking compliance with the Combined Code. If full
compliance is not possible, ensure that the reasons for non-compliance are fully
understood, agreed by the board and explained to shareholders.

e Ensure an appropriate balance is maintained between the interests of shareholders
and other stakeholders (employees, customers, suppliers and the community).
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e Ensure the long term sustainability of the business.

e Ensure the continual improvement in quality and calibre of the executives.

e Establish a close relationship of trust with the chief executive and finance director,
providing support and advice while respecting executive responsibility

e Provide coherent leadership of the company, including, in conjunction with the chief
executive, representing the company to customers, suppliers, governments,
shareholders, financial institutions, the media, the community and the public.

Appendix 2: Role of chief executive

The chief executive is accountable and reports to the board and is responsible for running the
group’s business.

A. The chief executive is responsible for the following, within the authority limits
delegated to them by the board:

1. Business strategy and management

¢ Developing group objectives and strategy having regard to the group’s responsibilities
to its shareholders, customers, employees and other stakeholders.

e The successful achievement of objectives and execution of strategy following
presentation to, and approval by, the board.

e Recommending to the board an annual budget and [5 year] financial plan and
ensuring their achievement following board approval.

e Optimising as far as is reasonably possible the use and adequacy of the group’s
resources.

2. Investment and financing

e Examining all trade investments and major capital expenditure proposed by
subsidiary companies and the recommendation to the group board of those which, in
a group context, are material either by nature or cost.

¢ |dentifying and executing acquisitions and disposals, approving major proposals or
bids.

e Leading geographic diversification initiatives.

e |dentifying and executing new business opportunities outside the current core
activities.
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3. Risk management and controls

Managing the group’s risk profile, including the health and safety performance of the
business, in line with the extent and categories of risk identified as acceptable by the
board.

Ensuring appropriate internal controls are in place.

4, Board committees

Making recommendations on remuneration policy, executive remuneration and
terms of employment of the senior executive team, including the company secretary
to the remuneration committee.

Making recommendations to the nomination committee on the role and capabilities
required in respect of the appointment of executive directors.

5. Communication

Providing a means for timely and accurate disclosure of information, including an
escalation route for issues.
Ensuring effective communication with shareholders.

6. Other

Setting group HR policies, including management development and succession
planning for the senior executive team and approving the appointment and
termination of employment of members of that team.

The duties which derive from these responsibilities include:

Leading the executive directors and the senior executive team in the day to day
running of the group’s business, including chairing the executive committee and
communicating its decisions/recommendations to the board.

Ensuring effective implementation of board decisions.

Regularly reviewing the operational performance and strategic direction of the
group’s business.

Regularly reviewing the group’s organisational structure and recommending changes
as appropriate.

Formalising the roles and responsibilities of the senior executive team, including clear
delegation of authorities.

Supervising the activities of subsidiary companies’ most senior executives.
Developing senior teams within subsidiaries and ensuring succession planning.
Developing the following policies for board approval and then implementing them.
Codes of ethics and business practice

Share dealing code

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 164



The roles of the chairman, chief executive and senior
independent director under the Combined Code

e Health and safety policy, risks and procedures (to be reviewed annually)

e Communications policy (including procedures for the release of price sensitive
information)

¢ Investor relations policy

e Corporate social responsibility policy (including environmental, employee
communications and employee disability)

e Charitable donations policy;

e Ensuring that all group policies and procedures are followed and conform to the
highest standards.

e Together with the chairman, providing coherent leadership of the company,
including, representing the group to customers, suppliers, government, shareholders,
financial institutions, employees, the media, the community and the public.

e Keeping the chairman informed on all important matters.
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The roles of the chairman, chief executive and senior
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Appendix 3: Role of the chairman and chief
executive - alternative approach

Statement of division of responsibilities between the chairman and the chief executive

board’s decision-making processes.

1. Reporting lines
Chairman Chief executive

1.1 The chairman reports to the board (the | The chief executive reports to the
“board”). chairman (acting on behalf of the

board) and to the board directly.

1.2 | The chairman is not responsible for The chief executive is responsible for
executive matters regarding the all executive management matters
group’s business. Other than the chief | affecting the group. All members of
executive and the company secretary, | executive management report, either
no executive reports to the chairman, | directly or indirectly, to him/her.
other than through the board.

2. Key responsibilities
Chairman Chief executive

2.1 The chairman’s principal responsibility | The chief executive’s principal
is the effective running of the board. | responsibility is running the group’s

business.

2.2 | The chairman is responsible for The chief executive is responsible for
ensuring that the board as a whole proposing and developing the group’s
plays a full and constructive part in strategy and overall commercial
the development and determination objectives, which he does in close
of the group’s strategy and overall consultation with the chairman and
commercial objectives. the board.

2.3 | The chairman is the guardian of the The chief executive is responsible, with

the executive team, for implementing
the decisions of the board and its
committees.
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3. Other responsibilities
Chairman Chief executive

3.1 Running the board and setting its agenda.| Providing input to the board’s agenda

from himself and other members of the
executive team.

3.2 Ensuring that board agendas take full Ensuring that he maintains a dialogue
account of the important issues facing with the chairman on the important and
the group and the concerns of all strategic issues facing the group, and
board members. There should be an proposing board agendas to the chairman
emphasis on strategic, rather than which reflect these.
routine, issues.

3.3 Ensuring that the board receives Ensuring that the executive team gives
accurate, timely and clear information appropriate priority to providing reports
on: to the board which contain accurate,

« the group’s performance timely and clear information.
e the issues, challenges and

opportunities facing the group and
e matters reserved to it for decision.

3.4 Ensuring, with the advice of the company | Ensuring, in consultation with the
secretary where appropriate, compliance | chairman and the company secretary as
with the board’s approved procedures, appropriate, that he and the executive
including the schedule of matters team comply with the board’s approved
reserved to the board for its decision and | procedures, including the schedule of
each committee’s terms of reference. matters reserved to the board for its

decision and each committee’s terms of
reference.

3.5 Arranging informal meetings of the Ensuring that the chairman is alerted to
directors, including meetings of the non- | forthcoming complex, contentious or
executive directors at which the sensitive issues affecting the group of
executive directors are not present, as which he might not otherwise be aware.
required to ensure that sufficient time
and consideration is given to complex,
contentious or sensitive issues.
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3.6 Proposing to the board, in consultation Providing input to the chairman and
with the chief executive, company company secretary on appropriate
secretary and committee chairmen as changes to the schedule of matters
appropriate: reserved to the board and committee
e aschedule of matters reserved to the |terms of reference.
board for its decision

e Terms of reference for each board
committee and other board policies
and procedures.

3.7 Chairing the nomination committee, and, | Providing information and advice on
in that role, initiating change and succession planning, to the chairman, the
succession planning in board nomination committee, and other
appointments to retain and build an members of the board, particularly in
effective and complementary board, and | respect of executive directors.
to facilitate the appointment of effective
and suitable members and chairmen of
board committees.

3.8 Proposing, in conjunction with the If so appointed by the board, serving on
nomination committee, the membership | the nomination committee.
of board committees and their chairmen.

3.9 Ensuring that there is effective Leading the communication programme
communication by the group with its with shareholders.
shareholders, including by the chief
executive, finance director and other
executive management, and ensuring
that members of the board develop an
understanding of the views of the major
investors in the group.

3.10 | Taking the lead in providing aperly Commenting on induction programmes
constructed induction programme for for new directors and ensuring that
new directors, facilitated by the appropriate management time is made
company secretary. available for the process.

3.11 | Taking the lead in identifying and seeking | Ensuring that the development needs of
to meet the development needs both of | the executive directors and other senior
individual directors and of the board as a | management reporting to him are
whole, assisted by the company identified and met.
secretary.
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3.12 | Ensuring that the performance of the Ensuring that performance reviews are
board as a whole, its committees, and carried out at least once a year for each
individual directors is formally and of the executive directors. Providing
rigorously evaluated at least once a year. | input to the wider board evaluation

process.

3.13 | Promoting the highest standards of Promoting, and conducting the affairs of
integrity, probity and corporate the group with the highest standards of
governance throughout the group and integrity, probity and corporate
particularly at board level. governance.

4. Status of this statement

4.1 Any amendments to this statement are a matter reserved to the board.

4.2 This statement is to be annexed to the chief executive’s job description. In the event
of any conflict between this statement and the chief executive’s job statement in so
far as they may relate to his role as group chief executive, this statement shall take
precedence.

Approved by the board on [ ]

Appendix 4: Draft board responsibilities statement

To achieve the maximum effectiveness of the board, the board accepts that the roles of
chairman and chief executive need to be split and clearly defined. The policy statement
adopted by the board on dd mm yyyy defines the role of the chairman and chief executive.
The chairman is responsible for leadership of the board and creating the conditions for overall
board and individual director effectiveness, both inside and outside the boardroom. The chief
executive is responsible for running the group’s business.

It should be noted that this document does not supersede the authorities delegated in the
matters reserved for the board document approved by the board on dd mm yyyy.
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Appendix 5: Role of the senior independent director
(llSID”)

1. Shareholders

e The SID will be available to shareholders if they have concerns which contact through
the normal channels of chairman, chief executive or finance director has failed to
resolve or for which such contact is inappropriate.

e They will attend sufficient meetings with major shareholders and financial analysts to
obtain a balanced understanding of the issues and concerns of such shareholders.

2. Chairman

e The SID will chair the nomination committee when it is considering succession to the
role of chairman of the board.

¢ They will meet with the non-executive directors at least once a year to appraise the
chairman’s performance and on such other occasions as are deemed appropriate.
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Trust through governance

ICSA is the chartered membership and qualifying
body for professionals working in governance, risk
and compliance, including company secretaries.

We seek to develop the skills, effectiveness and
profile of people working in governance roles at
all levels and in all sectors through:

* A portfolio of respected qualifications.

Authoritative publications and technical guidance.

Breakfast briefings, training courses and national conferences.
CPD and networking events.

Research and advice.

Board evaluation services

Market-leading entity management and board portal software,

Guidance notes are prepared by the ICSA policy team to support the
work of company secretaries and other governance professionals
working in the business and not-for-profit sectors, and in NHS trusts.

Guidance notes offer authoritative advice, interpretation and sample
materials for the many issues involved in the management and
support of boards. As such, they are invaluable for those helping
their organisations to build trust through good governance.

There are over 100 guidance notes available to ICSA members at
www.icsa.org.uk/guidance

The Institute of Chartered Secretaries
and Administrators

Saffron House, 6-10 Kirby Street
London EC1N 8TS

October 2004

Institute of Chartered Secretaries

and Administrators
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APPENDIX 16

ICSA Guidance Note: Terms of Reference
for the Audit Committee

This appendix is reproduced by kind permission of the Institute of Chartered Secretaries (ICSA).
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Guidance note

Terms of reference
for the audit committee

Contents:
A Introduction
The Code

B
C Notes on the terms of reference
D

Model terms of reference
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A Introduction

This guidance note proposes model terms of reference for the audit committee of a
company seeking to comply fully with the requirements of the UK Corporate Governance
Code. It draws on the experience of company secretaries and is based on best practice as
carried out in some of the UK’s largest listed companies.

It reflects the UK Corporate Governance Code as revised in April 2016 (the ‘Code’) and the
updated FRC Guidance on Audit Committees (the 'FRC Guidance’), also published in April
2016. The Code is applicable for financial periods beginning on or after 17 June 2016.
Copies of the Code and the FRC Guidance are available at www.frc.org.uk

The model terms of reference are intended as a guide for companies to adapt to their
needs. In particular:

e Companies with additional primary listing(s) may need to amend the terms of
reference in light of additional requirements in the relevant country, in particular
the US Sarbanes-Oxley Act 2002.
e Some responsibilities that are relevant to certain sectors only are shown in square brackets.
e There are a number of responsibilities that may be carried out by the audit committee
which, alternatively, may be carried out by another board committee or at board level
and these have been mentioned in footnotes.

The guidance notes on terms of reference for all board committees should be read
together when allocating responsibilities to the committees. It is important to recognise
the links and overlap between the responsibilities of board committees and consequently
the need for each board committee to have full knowledge of the deliberations of

other committees through reports to the board and, if possible, by appointing one

audit committee member to the remuneration committee and one to a separate risk
committee, if there is one.

Acknowledgement
This guidance note has been prepared with the assistance of a working group comprising
ICSA members and Slaughter and May.

If you have any feedback on the content of these resources, or additional questions that you'd like to discuss,
please contact the ICSA information centre: 020 7612 7035 | informationcentre@icsa.org.uk

© The Institute of Chartered Secretaries and Administrators, 2017

The information given in this guidance note is provided in good faith with the intention of furthering the understanding of the subject
matter. While we believe the information to be accurate at the time of publication, ICSA and its staff cannot, however, accept any liability
for any loss or damage occasioned by any person or organisation acting or refraining from action as a result of any views expressed therein.
If the reader has any specific doubts or concerns about the subject matter they are advised to seek legal advice based on the circumstances
of their own situation.
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B The Code
The Code states that:

‘The board should establish formal and transparent arrangements for considering
how they should apply the corporate reporting and risk management and internal
control principles and for maintaining an appropriate relationship with the
company’s auditors."

It goes on to clarify that, in practical terms, this means that: ‘The board should establish
an audit committee ...".2

The Code recommends that the main role and responsibilities of the audit committee
should be set out in written terms of reference, tailored to the particular circumstances of
the company,® and be made available (e.g. by including them on a website maintained by
or on behalf of the company).*

There is a requirement in the Code for the audit committee to ‘report to the board on
how it has discharged its responsibilities’.> In addition, the Code recommends that the
work of the committee in discharging its responsibilities should be described in a separate
section of the annual report.® The annual report should also include a statement from

the audit committee explaining its recommendation in relation to the appointment,
reappointment or removal of the external auditor, wherever the board has not accepted
that recommendation.” The audit committee chairman should attend the annual general
meeting and be available to answer questions.®

The provisions of the Code® ensure that companies are required not only to go through a
formal process of considering their internal audit and control procedures and evaluating
their relationship with their external auditor, but to be seen to do so in a fair and
thorough manner. As part of this process, it is essential that the audit committee is
properly constituted with a clear remit and identified authority, and that it has processes
in place to enable directors serving on audit committees to perform their role.

1 Section C of the Code: Main principle C.3

2 Code provision C.3.1. and Financial Conduct Authority (FCA)
Disclosure and Transparency Rules (DTRs) 7.1.1R

3 Code provision C.3.2. and FRC Guidance, paragraph 10

4 Code provision C.3.3. (also see footnote 7 to the Code)

Code provision C.3.2.

Code provision C.3.8.

Code provision C.3.7.

Code provision E.2.3. and FRC Guidance, paragraph 85
Code Section C

O 00N O WU
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C Notes on the terms of reference

The FRC Guidance is designed to assist company boards in making suitable arrangements
for their audit committees and provides recommendations on the conduct of the audit
committee’s relationship with the board, executive management and internal and external
auditors. Audit committees are not required to follow the FRC Guidance but it provides a
useful framework when implementing the provisions of the Code. It recognises that audit
committee arrangements need to be proportionate to the task, and will vary according to
the size, complexity and risk profile of the company.™

As regards the composition of the committee, it is best practice that it comprises a
minimum of three independent non-executive directors. Audit committees of smaller
companies may comprise two members and one may be the chairman, provided he or
she does not chair the committee and was independent on appointment as chairman.™
The board should satisfy itself that at least one member of the committee has recent
and relevant financial experience and competence in accounting and/or auditing, and
that the audit committee as a whole has competence relevant to the sector in which the
company operates.’ Other non-committee members may be invited to attend and assist
the committee from time to time, according to the particular items being considered and
discussed.

The audit committee should be provided with sufficient resources to undertake its
duties.”™ Although not a provision in the Code, it is good practice for the company
secretary, or his or her nominee, to act as secretary to the committee. The FRC Guidance
states that the audit committee should have access to the services of the company
secretariat on all audit committee matters. It also states that the company secretary
should ensure that the audit committee receives information and papers in a timely
manner to enable full and proper consideration to be given to the issues.' In this regard,
it is the company secretary’s responsibility to ensure that the board and its committees are
properly constituted and advised, and that there is clear coordination between the board
and the various committees.

10 FRC Guidance, paragraph 2

11 Code provision C.3.1. A smaller company is one that has been below the FTSE 350 throughout
the year immediately prior to the reporting year (see footnote 6 to the Code).

12 Code provision C.3.1., FRC Guidance, paragraph 15 and also FCA Rule DTR 7.1.1A R

13 FRC Guidance, paragraph 23

14 FRC Guidance, paragraphs 24 and 25

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 176



Terms of reference
for the audit committee

The frequency with which the committee needs to meet will vary depending on the
nature, scale and complexity of the company and may change from time to time. The
FRC Guidance states that it is for the audit committee chairman, in consultation with

the company secretary, to decide the frequency of meetings. There should be as many
meetings as the audit committee’s role and responsibilities require and the Guidance
recommends there should be no fewer than three meetings each year.”™ When scheduling
meetings, there should be a sufficient interval between audit committee meetings and
board meetings to allow for work arising from the audit committee to be carried out and
reported to the board.'

The list of duties included in the model terms of reference are those which all audit
committees should consider in line with best practice. Some companies may wish to
add to this list'” and some smaller companies may need to modify it in other ways.
The audit committee should take the initiative in deciding the key matters it should
consider and what information and assurance it needs to carry out its functions, and
it should satisfy itself that the sources of information and assurance it receives are
sufficient and objective.®

The Code requires that a separate section of the company’s annual report describe
the work of the audit committee in discharging its responsibilities and sets out the
contents requirements for that report.'® Such report should be signed by the audit
committee chairman.?

15 FRC Guidance, paragraph 18

16 FRC Guidance, paragraph 19

17 For example, some companies also require the committee to monitor/make recommendations on the potential implications of legal
actions being taken against the company, the adequacy of arrangements for managing conflicts of interest, the expenses incurred by
the chairman, treasury management policies, monitoring the company’s supply chain and processes/procedures for compliance with
the Modern Slavery Act 2015, and gender pay gap reporting.

18 FRC Guidance, paragraphs 31, 41 and 42

19 Code provision C.3.8. and FRC Guidance, paragraphs 80 and 81

20 FRC Guidance, paragraph 80
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D Model terms of reference

Note: square brackets contain recommendations which are in line with best practice
but which may need to be changed to suit the circumstances of the particular
organisation, or excluded where not relevant to the company or if the company

has a separate risk committee.

Membership

1.1 The committee shall comprise at least [three]?' members. [The committee shall

include at least one member of the risk committee]?? and, where possible, one

member of the remuneration committee.?*> Members of the committee shall be
appointed by the board, on the recommendation of the nomination committee
in consultation with the chairman of the audit committee.?

1.2 All members of the committee shall be independent non-executive directors?® at

least one of whom shall have recent and relevant financial experience and with
competence in accounting and/or auditing.?® The chairman of the board shall not
be a member of the committee.?”

1.3 Only members of the committee have the right to attend committee meetings.

However, the finance director, head of internal audit and external audit lead partner
will be invited to attend meetings of the committee on a regular basis and other
non-members may be invited to attend all or part of any meeting as and when
appropriate and necessary.?®

1.4 The board shall appoint the committee chairman. In the absence of the committee

chairman and/or an appointed deputy at a committee meeting, the remaining
members present shall elect one of themselves to chair the meeting.

21

22
23

24
25
26

27

28

Or in the case of smaller companies (companies below the FTSE 350 index) two members.

Code provision C.3.1. and FRC Guidance, paragraph 9.

if the board has a separate risk committee

It is not always possible for a company’s audit committee to include a member of the remuneration committee but it is

helpful to address the issue of board committees working independently whilst having some overlapping agenda items.

FRC Guidance, paragraph 13

Guidance on circumstances likely to affect independence is given in Code provision B.1.1. See also FRC Guidance, paragraph 14.

See Code provision C.3.1.; DTR 7.1.1A R and FRC Guidance, paragraph 15 which also provide that the audit committee as a whole shall
have competence relevant to the sector in which the company operates, and set out recommended experience and skills of members.
unless the company is a smaller company. See Code provisions regarding the independence of the chairman: A.3.1., B.1.1. and footnote
5. Provision C.3.1. of the Code provides that in smaller companies the company chairman may be a member of, but not chair, the
committee provided she or she was independent on appointment as chairman. Except on appointment, the chairman of the company

is not considered independent.

FRC Guidance, paragraph 20
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2 Secretary

The company secretary, or his or her nominee, shall act as the secretary of the
committee and will ensure that the committee receives information and papers in
a timely manner to enable full and proper consideration to be given to issues.?

3 Quorum
The quorum necessary for the transaction of business shall be [two] members.°
4 Frequency of meetings

4.1  The committee shall meet at least [three] times a year at appropriate intervals in
the financial reporting and audit cycle and otherwise as required.?!

4.2 Outside of the formal meeting programme, the committee chairman, and to a lesser
extent the other committee members, will maintain a dialogue with key individuals
involved in the company’s governance, including the board chairman, the chief
executive, the finance director, the external audit lead partner and the head of
internal audit.®

29 FRC Guidance, paragraph 25

30 Code provision C.3.1. requires that at least one member of the committee has recent and relevant financial experience
and DTR 7.1.1A R states that one committee member must have competence in accounting and/or auditing. It would
therefore be preferable for any quorum to include such a member whenever possible.

31 FRC Guidance, paragraph 18. The frequency and timing of meetings will differ according to the needs of the company and meetings
should be organised so that attendance is maximised. The FRC Guidance suggests key dates within the financial reporting and audit
cycle might include: when the audit plans (internal and external) are available for review and when interim statements, preliminary
announcements and the full annual report are near completion.

32 FRC Guidance, paragraph 22
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5.1

Notice of meetings

Meetings of the committee shall be convened by the secretary of the committee
at the request of any of its members or at the request of the external audit lead
partner or head of internal audit if they consider it necessary.

5.2 Unless otherwise agreed by the committee, notice of each meeting confirming

the venue, time and date together with an agenda of items to be discussed, shall
be forwarded to each member of the committee no later than [five] working days
before the date of the meeting. Supporting papers shall be sent to committee
members at the same time.33

5.3 Notices, agendas and supporting papers can be sent in electronic form where the

6.1

recipient has agreed to receive documents in such a way.
Minutes of meetings

The secretary shall minute the proceedings and decisions of all meetings of the
committee, including recording the names of those present and in attendance.

6.2 Draft minutes of committee meetings shall be agreed with the committee chairman

and then circulated promptly to all members of the committee, unless it would be
inappropriate to do so in the opinion of the committee chairman.

Annual general meeting

The committee chairman should attend the annual general meeting to answer
shareholder questions.3*

Duties
The committee should have oversight of the group as a whole and, unless required

otherwise by regulation, carry out the duties below for the parent company, major
subsidiary undertakings and the group as a whole.*

33

34
35

Copies of the agendas, papers and minutes may be circulated or made available to the other
non-executive directors and to attendees as appropriate and as agreed.

Code provision E.2.3. and FRC Guidance, paragraph 85

This drafting assumes that these Terms of Reference are adopted by a parent company of a group.
FRC Guidance, paragraph 7
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8.1 Financial reporting

8.1.1 The committee shall monitor the integrity of the financial statements
of the company, including its annual and half-yearly reports, interim
management statements, preliminary announcements and any other
formal statements relating to its financial performance, and review
and report to the board on significant financial reporting issues and
judgements which those statements contain having regard to matters
communicated to it by the auditor.?®

8.1.2  In particular, the committee shall review and challenge where necessary:*’

8.1.2.1 the application of significant accounting policies and any
changes to them;

8.1.2.2  the methods used to account for significant or unusual
transactions where different approaches are possible;

8.1.2.3  whether the company has adopted appropriate accounting
policies and made appropriate estimates and judgements,
taking into account the external auditor’s views on the financial
statements; and

8.1.2.4  all material information presented with the financial
statements, including the strategic report and the corporate
governance statements relating to the audit and to risk
management.

8.1.3  The committee shall review any other statements requiring board approval
which contain financial information first, where to carry out a review prior
to board approval would be practicable and consistent with any prompt
reporting requirements under any law or regulation including the Listing
Rules or Disclosure Guidance and Transparency Rules sourcebook.

8.1.4  Where the committee is not satisfied with any aspect of the proposed
financial reporting by the company, it shall report its views to the board.

36 Code provision C.3.2. and FRC Guidance, paragraph 32. See also FRC Guidance, paragraph 83 which clarifies that the
audit committee would not be expected to disclose information that would be prejudicial to the interests of the company.
37 FRC Guidance, paragraphs 32 to 38
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8.2 Narrative reporting

Where requested by the board, the committee should review the content of the
annual report and accounts and advise the board on whether, taken as a whole,

it is fair, balanced and understandable and provides the information necessary for
shareholders to assess the company’s performance, business model and strategy?®
and whether it informs the board’s statement in the annual report on these matters
that is required under the Code.*

8.3 Internal controls and risk management systems?
The committee shall:
8.3.1 keep under review the company’s internal financial controls systems that
identify, assess, manage and monitor financial risks, and other internal

control and risk management systems;*' and

8.3.2 review and approve the statements to be included in the annual report
concerning internal control, risk management and the viability statement.*2

8.4 Compliance, whistleblowing and fraud*

The committee shall:

8.4.1 review the adequacy and security of the company’s arrangements for its
employees and contractors to raise concerns, in confidence, about possible
wrongdoing in financial reporting or other matters. The committee shall
ensure that these arrangements allow proportionate and independent

investigation of such matters and appropriate follow up action;*

8.4.2  review the company’s procedures for detecting fraud;

38 Code provision C.3.4. and FRC Guidance, paragraph 37

39 Code provision C.1.1.

40 If the board has a separate board risk committee composed of independent directors with responsibility for the
review of internal controls and risk management systems, or the board itself has this responsibility under the matters
reserved for the decision of the board, the audit committee’s responsibilities would be confined to internal financial
controls: Code provision C.3.2. See also FRC Guidance, paragraph 41

41 Code provision C.3.2. and FRC Guidance, paragraph 40

42 unless this is carried out by the board or risk committee. FRC Guidance, paragraph 44

43 If the board has a separate risk committee the duties of that committee could include whistleblowing, fraud,
the prevention of bribery, and procedures for compliance with the Modern Slavery Act 2015. Where the company
is required by regulation to have in place a designated non-executive director as ‘whistleblower’s champion’, the
interaction of their responsibility with the committee’s will need to be considered and suitable arrangements put in place.

44 Code provision C.3.5.
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8.4.3  review the company’s systems and controls for the prevention of bribery
and receive reports on non-compliance;

8.4.4  [review regular reports from the Money Laundering Reporting Officer
and the adequacy and effectiveness of the company’s anti-money
laundering systems and controls]; and

8.4.5  [review regular reports from the Compliance Officer and keep
under review the adequacy and effectiveness of the company’s
compliance function].

8.5 Internal audit®

The committee shall:

8.5.1 approve the appointment or termination of appointment of the head
of internal audit;*

8.5.2  review and approve the role and mandate of internal audit, monitor
and review the effectiveness of its work, and annually approve the
internal audit charter ensuring it is appropriate for the current needs
of the organisation;*’

8.5.3  review and approve the annual internal audit plan to ensure it is aligned
to the key risks of the business,*® and receive regular reports on work
carried out;

8.5.4  ensure internal audit has unrestricted scope, the necessary resources and
access to information to enable it to fulfil its mandate, ensure there is open
communication between different functions and that the internal audit
function evaluates the effectiveness of these functions as part of its internal
audit plan, and ensure that the internal audit function is equipped to perform
in accordance with appropriate professional standards for internal auditors;*

45

46
47
48
49

If the company does not have an internal audit function, the committee should consider annually whether there should be one

and make a recommendation to the board accordingly; the absence of such a function should be explained in the annual report:

Code provision C.3.6. and FRC Guidance, paragraph 46. See also FRC Guidance, paragraphs 45, 47 and 56.

FRC Guidance, paragraph 52

Code provision C.3.6. and FRC Guidance, paragraph 48

FRC Guidance, paragraph 49

FRC Guidance, paragraphs 50 and 51. Guidance about the standards can be found in the Chartered Institute of Internal Auditors’ Code
of Ethics and International Standards for the Professional Practice of Internal Auditing.
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8.5.5  ensure the internal auditor has direct access to the board chairman and to
the committee chairman, providing independence from the executive and
accountability to the committee;*°

8.5.6  carry out an annual assessment of the effectiveness of the internal audit
function;>" and as part of this assessment:

8.5.6.1 meet with the head of internal audit without the presence of
management to discuss the effectiveness of the function;

8.5.6.2 review and assess the annual internal audit work plan;
8.5.6.3 receive a report on the results of the internal auditor’s work;>?

8.5.6.4  determine whether it is satisfied that the quality, experience
and expertise of internal audit is appropriate for the business;>
and

8.5.6.5 review the actions taken by management to implement the
recommendations of internal audit and to support the effective
working of the internal audit function;>*

8.5.7  monitor and assess the role and effectiveness of the internal audit function
in the overall context of the company’s risk management system and the
work of compliance, finance and the external auditor;>> and

8.5.8  consider whether an independent, third party review of processes
is appropriate.®®

50
51
52
53
54
55

56

FRC Guidance, paragraph 52

Code provision C.3.2. and FRC Guidance, paragraph 53

FRC Guidance, paragraph 54

FRC Guidance, paragraph 53

FRC Guidance, paragraph 53

FRC Guidance, paragraph 49. If the board has a separate risk committee, the duties of that committee could
include review of the company’s internal control and risk management systems.

FRC Guidance, paragraph 55
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8.6 External audit

The committee shall;

8.6.1

8.6.2

8.6.3

8.6.4

8.6.5

consider and make recommendations to the board, to be put to
shareholders for approval at the annual general meeting, in relation
to the appointment, re-appointment and removal of the company’s
external auditor;*’

develop and oversee the selection procedure for the appointment of
the audit firm, ensuring that all tendering firms have access to all
necessary information and individuals during the tendering process;®

if an external auditor resigns, investigate the issues leading to this
and decide whether any action is required;>

oversee the relationship with the external auditor. In this context the
committee shall:

8.6.4.1

8.6.4.2

approve their remuneration, including both fees for audit
and non-audit services, and ensure that the level of fees is
appropriate to enable an effective and high-quality audit
to be conducted;®® and

approve their terms of engagement, including any engagement
letter issued at the start of each audit and the scope of
the audit;®’

assess annually the external auditor’s independence and objectivity taking
into account relevant UK law, regulation, the Ethical Standard® and other
professional requirements and the group’s relationship with the auditor
as a whole, including any threats to the auditor’s independence and the
safeguards applied to mitigate those threats®® including the provision of
any non-audit services;

57
58

59
60
61
62
63

Code provision C.3.7. and FRC Guidance, paragraphs 58 and 60

FRC Guidance, paragraph 59. For large companies see also Part 5 of the Competition and Markets Authority:
The Statutory Audit Services for Large Companies Market Investigation (Mandatory Use of Competitive Tender
Process and Audit Committee Responsibilities) Order 2014.

FRC Guidance, paragraph 61
FRC Guidance, paragraphs 63 and 65
FRC Guidance, paragraphs 63 and 64

FRC Ethical Standard June 2016

FRC Guidance, paraaraph 66
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8.6.6  satisfy itself that there are no relationships between the auditor and the
company (other than in the ordinary course of business) which could
adversely affect the auditor’s independence and objectivity;®*

8.6.7  agree with the board a policy on the employment of former employees
of the company’s auditor, taking into account the Ethical Standard® and
legal requirements, and monitor the application of this policy;®®

8.6.8 monitor the auditor’s processes for maintaining independence, its
compliance with relevant UK law, regulation, other professional
requirements and the Ethical Standard,®” including the guidance
on the rotation of audit partner and staff;%®

8.6.9  monitor the level of fees paid by the company to the external auditor
compared to the overall fee income of the firm, office and partner and
assess these in the context of relevant legal, professional and regulatory
requirements, guidance and the Ethical Standard;®°

8.6.10 assess annually the qualifications, expertise and resources, and
independence of the external auditor and the effectiveness of the external
audit process, which shall include a report from the external auditor on
their own internal quality procedures;”®

8.6.11 seek to ensure coordination of the external audit with the activities
of the internal audit function;

8.6.12 evaluate the risks to the quality and effectiveness of the financial
reporting process in the light of the external auditor’s communications
with the committee;”!

8.6.13 develop and recommend to the board the company’s formal policy on
the provision of non-audit services by the auditor, including approval of
non-audit services by the committee and specifying the types of non-audit
service to be pre-approved, and assessment of whether non-audit services
have a direct or material effect on the audited financial statements.”?
The policy should include consideration of the following matters:

64 FRC Guidance, paragraph 66 69 FRC Guidance, paragraph 67

65 FRC Ethical Standard June 2016, section 2 See also FRC Ethical Standard June 2016, section 4.
66 FRC Guidance, paragraph 69 70 FRC Guidance, paragraph 60

67 FRC Ethical Standard June 2016 71 FRC Guidance, paragraph 62

68 FRC Guidance, paragraphs 66, 67, 68 and 70 72 FRC Guidance, paragraphs 71, 73 and 74
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8.6.13.1 threats to the independence and objectivity of the external
auditor and any safeguards in place;

8.6.13.2 the nature of the non-audit services;

8.6.13.3 whether the external audit firm is the most suitable supplier of
the non-audit service;

8.6.13.4  the fees for the non-audit services, both individually and in
aggregate, relative to the audit fee; and

8.6.13.5 the criteria governing compensation;’?

8.6.14 meet regularly with the external auditor (including once at the planning
stage before the audit and once after the audit at the reporting stage)
and, at least once a year, meet with the external auditor without
management being present, to discuss the auditor’s remit and any
issues arising from the audit;”*

8.6.15 discuss with the external auditor the factors that could affect audit quality
and review and approve the annual audit plan, ensuring it is consistent
with the scope of the audit engagement, having regard to the seniority,

expertise and experience of the audit team;”®

8.6.16  review the findings of the audit with the external auditor. This shall include
but not be limited to, the following:

8.6.16.1 adiscussion of any major issues which arose during the audit;

8.6.16.2  the auditor’s explanation of how the risks to audit quality
were addressed,;

8.6.16.3  key accounting and audit judgements;

8.6.16.4 the auditor’s view of their interactions with senior
management; and

8.6.16.5 levels of errors identified during the audit;’®

73 FRC Guidance, paragraph 72 75 FRC Guidance, paragraph 75
74 FRC Guidance, paragraph 21 76 FRC Guidance, paragraph 76
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9.1

8.6.17 review any representation letter(s) requested by the external auditor
before they are signed by management;”’

8.6.18 review the management letter and management’s response to the
auditor’s findings and recommendations;’® and

8.6.19 review the effectiveness of the audit process, including an assessment of
the quality of the audit, the handling of key judgements by the auditor,
and the auditor’s response to questions from the committee.”

Reporting responsibilities

The committee chairman shall report formally to the board on its proceedings
after each meeting on all matters within its duties and responsibilities and shall
also formally report to the board on how it has discharged its responsibilities.
This report shall include:

9.1.1 the significant issues that it considered in relation to the financial
statements (required under paragraph 8.1.1) and how these were
addressed;

9.1.2 its assessment of the effectiveness of the external audit process
(required under paragraph 8.6.10), the approach taken to the
appointment or reappointment of the external auditor, length
of tenure of audit firm, when a tender was last conducted and
advance notice of any retendering plans; and

9.1.3  any other issues on which the board has requested the
committee’s opinion.®

9.2 The committee shall make whatever recommendations to the board it deems

appropriate on any area within its remit where action or improvement is needed.

77
78
79
80

FRC Guidance, paragraph 77

FRC Guidance, paragraph 77

FRC Guidance, paragraphs 78 and 79

FRC Guidance, paragraph 29 and Code provision C.3.8.
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9.3 The committee shall compile a report on its activities to be included in the
company’s annual report. The report should include an explanation of how
the committee has addressed the effectiveness of the external audit process;
the significant issues that the committee considered in relation to the financial
statements and how these issues were addressed, having regard to matters
communicated to it by the auditor; and all other information requirements set
out in the Code.

9.4 In compiling the reports referred to in 9.1 and 9.3, the committee should exercise
judgement in deciding which of the issues it considers in relation to the financial
statements are significant, but should include at least those matters that have
informed the board’s assessment of whether the company is a going concern
and the inputs to the board’s viability statement.®" The report to shareholders
need not repeat information disclosed elsewhere in the annual report and
accounts, but could provide cross-references to that information.®

10 Other matters
The committee shall:

10.1 have access to sufficient resources in order to carry out its duties, including access
to the company secretariat for assistance as required;®

10.2 be provided with appropriate and timely training, both in the form of an induction
programme for new members and on an ongoing basis for all members;8

10.3 give due consideration to relevant laws and regulations, the provisions of the Code
and the requirements of the Listing Rules, Prospectus Rules and Disclosure Guidance
and Transparency Rules sourcebook and any other applicable rules, as appropriate;

10.4 be responsible for coordination of the internal and external auditors;®

10.5 oversee any investigation of activities which are within its terms of reference;

81 FRC Guidance, paragraphs 82 and 44

82 FRC Guidance, paragraph 84

83 Code provision B.5.2. and FRC Guidance, paragraph 23

84 Code supporting principles B.4 and Code provisions B.4.1. and B.4.2. and FRC Guidance, paragraphs 16 and 17
85 FRC Guidance, paragraph 49
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10.6 work and liaise as necessary with all other board committees, taking particular
account of the impact of risk management and internal controls being delegated
to different committees;® and

10.7 arrange for periodic reviews of its own performance and, at least annually, review
its constitution and terms of reference to ensure it is operating at maximum
effectiveness and recommend any changes it considers necessary to the board.®’

11 Authority

The committee is authorised to:

11.1 seek any information it requires from any employee of the company in order
to perform its duties;

11.2 obtain, at the company’s expense, independent legal, accounting or other
professional advice on any matter it believes it necessary to do so;%

11.3 call any employee to be questioned at a meeting of the committee as and
when required; and

11.4 have the right to publish in the company’s annual report, details of any issues
that cannot be resolved between the committee and the board.®

86 FRC Guidance, paragraph 43

87 Code Main Principle B.6. See also FRC Guidance, paragraph 81.
88 Code provision B.5.1. and FRC guidance, paragraph 26

89 FRC Guidance, paragraph 30
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The Governance
Institute

ICSA: The Governance Institute is the professional body
for governance. We have members in all sectors and
are required by our Royal Charter to lead ‘effective
governance and efficient administration of commerce,
industry and public affairs’. With over 125 years’
experience, we work with regulators and policy
makers to champion high standards of governance

and provide qualifications, training and guidance.

We seek to develop the skills, effectiveness and profile
of people working in governance roles at all levels and
in all sectors through:

¢ A portfolio of respected qualifications

e Authoritative publications and technical guidance

e Breakfast briefings, training courses and national conferences
e (CPD and networking events

e Research and advice

e Board evaluation services

Guidance notes are prepared by the ICSA policy team to support the work
of company secretaries and other governance professionals working in
the corporate and not-for-profit sectors, and in NHS trusts.

Guidance notes offer authoritative advice, interpretation and sample
materials for the many issues involved in the management and support

of boards. As such, they are invaluable for those helping their organisations
to build trust through good governance.

There are over 100 guidance notes available to ICSA members at
www.icsa.org.uk/guidance

ICSA: The Governance Institute
Saffron House, 6-10 Kirby Street
London EC1TN 8TS

March 2017
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APPENDIX 17

County FA Board Nomination and
Appointment Committee Chair — Role Profile -
Template (updated October 2021)

Role Title Nomination and Appointment Committee Chair

Reports to Chair of the Board of Directors

Role Purpose

To be responsible for chairing the Nomination and Appointment Committee in accordance with this
Committee Terms or Reference.

Direct Reports Not applicable
. Include office address and other options or requirements such as homeworking

Location o ) .
or additional travel to other locations or overnight stays.

Estimated time Keep this as flexible as possible to maximise inclusivity.

commitment to The post requires a commitment to attend [ ] Board meetings a year. Meetings are

fulfil the role normally held on at and normally last in the region of [ ] hours.
County FA Expenses will be paid in line with the current Expense Policy of

Expenses Travel and accommodation to FA events where The FA has agreed to reimburse County
FA Expenses will be paid in line with the current County FA Expense Policy issued by
The FA.

Responsibilities

o Chair the Nomination and Appointment Committee to evaluate the Board's current capability against
the agreed skills matrix, and, considering this evaluation, agree a description of the role and capabilities
required for an appointment.

o Chair the Nomination and Appointment Committee in leading the process of recruitment for Board
and senior executive appointments.
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Person Specification

Qualifications

Essential Desirable
« HRorrecruitment qualification
Skills
Essential Desirable
o Committee Chairing skills
o Recruitment and interviewing skills
« Knowledge of Safer Recruitment best practice
« Decision-making skills. The appropriate use of
knowledge and experience to make informed
decisions to the benefit of the organisation.
« Theability to debate, discuss and challengeina
constructive manner
« Excellentinterpersonal skills. The ability to form
strong, productive relationships both internally
and externally to the benefit of the Association
o Access toand ability to use, email and the internet
Knowledge
Essential Desirable

« Anunderstanding of and a commitment to
equality in action including the impact of
unconscious bias in the recruitment process

« Knowledge of the Code of Governance

« Knowledge of current UK employment
legislation in relation to recruitment practice

« Knowledge, understanding and interest in
grassroots sport, particularly football, and other
related activities

« Knowledge of effective recruitment
advertisement channels including social media

Enhanced DBS Check required? YES/NO
Check Companies House Disqualified YES
Directors Register?

Clean full driving licence? YES/NO
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The Role Holder will be expected to understand and work in accordance with the values and
behaviours described below

The values below are those of The FA. If the County FA has a variation of these values, they should be

inserted below.

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement
« |dentifies the need for, and actions change in direction, practice,
policy or procedure
o Questions the way things are done and takes informed risks
« Continuously seeks to improve efficiency and performance

RESPECTFUL

Sets the standards for respectful behaviour across the game

« Maintains people’s self-esteem when interacting with them
« Avoids pre-judgement when listening to suggestions from others
o Seizes the opportunity to apply FA standards at all times

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds,
experience and perspective

o Seeks out and embraces new ways of thinking and working

DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing

o Works relentlessly to overcome roadblocks or obstacles to achieve the goal

« Remains focused on seeing agreed goals through to completion taking pride
in their work

« Maintains motivation for their team and themselves

EXCELLENT

The very best outcome achieved by sustained excellence in performance

« Seeksto achieve the highest levels of performance at all times
o (Canbe persistent to achieve a standard that others consider impossible
o (Challenges others to go further and achieve more
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Role Profile agreed by Name Signature

the Board of [insert
County FA name]
and signed on behalf
of the Board by the
Chairperson:

Date Role Profile agreed
by the Board:

Name Signature

Role Profile signed by
role holder:

Date Role Profile signed
by role holder:
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APPENDIX 18

Inclusion Advisory Groups (IAGs)
What You Need To Know

This Appendix reproduces an existing FA-produced guidance document.
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Inclusion Advisory Groups (IAGs)
What You Need To Know
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RECRUITMENT

INDUCTION

PRIORITIES

TERMS OF REFERENCE
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An Inclusion Advisory Group (IAG) is a key tool in helping The FA realise its vision of ‘Football
For All’ by aiding County FAs to become more inclusive businesses, achieve their inclusion
targets and most of all connect with local communities.

With support from The FA, the Inclusion Advisory Board and the National Game Board, | hope
that we will all be able to meet to some of the challenges that can be thrown up within the
world of equality and diversity, and make every effort to grow the game by making football
truly inclusive and enjoyed by everyone.

Paul Elliott
Chair, The FA Inclusion Advisory Board
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WHAT IS AN IAG
AND HOW TO SET ONE UP?

WHAT IS AN IAG?

An IAG is a committee of your County FA and the purpose of an IAG is to support County FAs
with embedding inclusion into their everyday business and county plans.

An effective IAG will guide you towards ensuring your policies and practices are inclusive.
An IAG should be populated by people who understand the needs and barriers (real or
perceived) faced by those who have traditionally found it difficult to access football.

An effective IAG will also provide guidance on ways in which to reach people who may
feel excluded or find it difficult to access football, whether it be because of their age,
gender, gender reassignment, sexual orientation, marital status or civil partnership,
race, nationality, ethnic origin, colour, religion or belief, ability or disability, pregnancy
and maternity. Clearly every County is different, so your I1AG will focus on your specific
demographics, priorities and communities.

WHAT ARE THE FIRST STEPS TO ESTABLISH AN IAG?
There are four key steps when preparing to run an effective 1AG:

1. Obtain agreement from your Board, Council and County FA staff. The CEO should visibly
drive the work of IAGs with support from the CFA Board.

2. Ensure diverse recruitment of members to IAGs where possible, and ensure recruits
have the skill sets and competencies to support County FAs with their planning. IAG
membership should fully support your objectives.

3. Embed IAG work into all areas of CFA work so that they are used as a consultation
mechanism prior to finalising Plans, and play a key part in monitoring and evaluating your

interventions to grow the game within all communities.

4. Embed IAG work into County Business Plans and make sure IAGs are part of the process to
produce them.
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MANAGEMENT

INDUCTION

An induction will make clear from the outset the role of the IAG enabling members to fully
understand their role and be most effective. It should be compiled and run by a nominated
IAG Co-ordinator in partnership with all staff.

Materials and support should include:

« Afull briefing and information pack provided when they join the IAG, including Terms of
Reference, Codes of Conduct and the structure of the County FA

« Informal and formal induction to the IAG and the County FA, using and amending the
existing County FA induction process and information

« Harnessing members’ skills — people want to be involved if they know they can make a
difference, so you should let each member know what you feel they can contribute from

their own expertise and experience.

« Ongoing guidance and support from the County FA's IAG Co-ordinator — inside and
outside IAG meetings

« Training and development in particular skills of operating in meetings, e.g. challenging
and scrutiny

« Operational details, e.g. payment of expenses

MANAGEMENT

An IAG is managed and owned by the County FA in the same way as any other
committees, but having an independent group chair who is not part of the county
is a preferable model and the norm.

Management includes recruitment, producing terms of reference, frequency of meetings,

codes of conduct for IAG members, setting objectives and targets, and the reconstitution of
the Group, if necessary.
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RECRUITMENT

The diagram below shows the recommended stages to follow to recruit IAG members.
The list is not exhaustive, so make the best use of local networks and stakeholders.

Many of the organisations listed as stakeholders will equally be able to provide potential IAG
members who have experience with wider inclusion issues.

Please bear in mind that your IAG members are volunteers, and a benefits package to
support their involvement as well as their expected level of commitment should be explained
at the outset. Some of the benefits are:

« Aunique opportunity to influence the way football is delivered across the county

« Secondments/co-options onto to County FA Board, Council and committees

Training and development

Travel expenses when attending meetings
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RECRUITMENT PART2

KEY PARTNERS TO ADVERTISE THROUGH

o Local Authorities « Show Racism The Red Card « Police o Grassroots Clubs & Leagues

o Kick It Out « Sporting Equals o Grassroots Coaches &

« Voluntary Sector Councils

« County Sports Partnerships

« Volunteer Bureaus

« Race Equality Councils

Network

« County Leagues & Clubs

« Gay Football Supporters

« Womens Sport &
Fitness Foundation

Referees

« Age Concern

« Community Stakeholders
(Churches,Temples,
Mosques, Synagogues etc.)

PROCESS

RECRUITMENT STAGES
RECRUITMENT

RECRUIT

« Raise awareness of IAG

« Advertise as widely as possible

« Recruit by application form, criteria &

« Shortlist candidates according to
criteria

« Sift face-to-face or over the telephone
against the terms of reference (Webex)

« Interview & score applicants according

* Repeat process quarterly until group is
properly formed

« Edit your for to make it easy for you
tore-recruitin future

person specification to the role description

« Uselocal intelligence to target people
with the right skill sets

INDUCTION

DEVELOP AN INDUCTION PROGRAMME THAT INCLUDES

« CFA structure and operations « County planning process « Monitoring and evaluation of county

programmes

» The FA Inclusion Plan « County equality aims and objectives « Training needs analysis

« Media Communications & code of
conduct training

« National Game Strategy « Meeting all staff
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PRINCIPLES
Try to adopt the following principles when recruiting members:
« Explain why the IAG is being set up and what members will do (in details)

« Develop a clear role profile and person specification for both IAG chair and members,
and stick to them.

» Include the skills, knowledge and experience the group should have

o Outline the commitment to being a volunteer at a County FA, the group Terms of
reference and a code of conduct

o Details of who to contact to find out more
« Application process
o Theselection process

¢« Timescales
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SKILLS AND EXPERIENCE

Decide early on whether strategic and/or practitioner would be best suited.

Seek out people who can advise across a broad range of issues e.g. race, sex, gender
reassignment, disability, religion or faith, age, sexual orientation and inclusion (low income,
rural deprivation, social mobility and other local issues).

Look for members who think in a strategic way. The key roles of an IAG are to:

Provide support and advice on the County operational Plan and the likely impact it may
have on specific under-represented communities within the county, e.g. ethnic minority
communities, women and girls or people with impairments.

« Review performance and data to pro-actively deliver equality of opportunity in all areas.

« Advise on specific interventions to increase participation by all communities to both
address gaps in provision and grow the game.

« Beavehicle forincreased representation of traditionally under-represented groups in
football, including County FA Board, Council and committees.

« Monitoring and reviewing the impact of the County FA's work in relation to equality

through County Plans and working towards achieving the next level of
the Equality Standard for Sport.

REMEMBER:
IAGs are not delivery agents. Instead, they shape the way football is provided in an inclusive

way; however, members of IAG may act as ambassadors for the game and help promote
inclusion within County FAs.
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PRIORITIES

Once set up, the immediate focus should be threefold:

» Increasing participation in playing, coaching and refereeing, and representation
on county boards, councils and committees.

» Supporting processes for dealing with abuse and discrimination within the
grassroots game.

« Ensuring that inclusion is embedded into the process of everything the County FA does.

One way of working through these actions above is to use the steps below:

« Commit to renewing at your current level of the Equality Standard or achieving
the next level.

« Look at one or two special interventions to promote inclusion and grow the game.
These may include:

« Diverse representation on your Football Panel.
« Measures to second/co-opt from your IAG onto Council.
« Addressing unaffiliated football.

« The FA Group strategy Time for Change identifies six game changers of which ‘A game
free from discrimination’ was one. This is reflected across the different FA strategies in
relation to increasing participation and the positive environment people enjoy in football.
Our strategies are:

« Grassroots Strategy: Survive. Revive. Thrive.

« EDI Strategy: A Game for All.

« Women's and Girls’ strategy: Inspiring Positive Change.
« Disability Strategy: Football Your Wauy.

« Football Leadership Diversity Code (Grassroots).

« Promoting transparency within your recruitment processes.

« Promoting your processes for reporting abuse and discrimination.
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TERMS OF REFERENCE

In summary, Terms of Reference are a number of over-arching roles and responsibilities the
IAG should work towards. These could include the IAG’s remit to:

« Maintain a strategic overview of County FA work from an inclusion perspective.

o Support the County FA in their design, planning and consultation of County Plans and
development plans.

» Review, monitor and scrutinise all County FA programmes from
an inclusion perspective.

» Receive and comment on inclusion assessments of key aspects of County FA work.
* Provide advice and support, in particular about:

o Community engagement

« Proactive interventions to address gaps in equality and inclusion

« Embedding inclusion into the county planning process

« Enhancing development programmes for inclusion

« Supporting the County FA with the continuous recruitment to Local Football Anti-
Discrimination Panels

« Abide by the County FA Codes of Conduct
o Attend and represent IAGs on committees and at Board via the IAG Chair.

» Provide advice and support where relevant on fine-tuning disciplinary procedures to
support good practice on handling allegations of discrimination.

Support the County FA in the development of specific campaign work
with targeted communities

NOTE:

Itis important that Terms of Reference and Codes of Conduct are reviewed either six-
monthly or annually. This could be a standing item at one of the meetings during the year.
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CONTACTS

FOR FURTHER INFORMATION, PLEASE CONTACT:

Arran Williams, Diversity & Inclusion Manager
E: Arran.Williams@TheFA.com

ONLINE IAG COMMUNITY GROUP

The FA has an online group where IAG members and County FA staff can discuss their
IAGs and view and download relevant documents. This group can be found via this link:
community.TheFA.com

The Football Association
Wembley Stadium
London HA9 OWS

T: +44 (0)800 169 1863
F: +44 (0)800 169 1864
W: TheFA.com
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APPENDIX 19

Recruitment Pack for Appointment
of County FA Independent Chair of
Inclusion Advisory Group/Board/Network

Dear Applicant,

In October 2021, we published our new three-year equality, diversity and inclusion strategy, entitled A Game For
All. This new strategy forms an integral part of our long-term commitment to use our influence across English
football to create a game free from discrimination.

A Game for All outlines three strategic commitments — Lead the Change, Be the Change, and Inspire the Change —
which will ensure tackling discrimination remains a core priority for English football for years to come. It follows the
success of our previous equality, diversity and inclusion strategy, In Pursuit of Progress, by continuing to focus on
tangible action and working collaboratively across the game to ensure it is a safe and enjoyable environment for all.

Click here to read more about A Game For All.

[Insert name of County FA] County FA is developing an Inclusion Inclusion Advisory Group (IAG)/Inclusion Advisory
Board (IAB)/Inclusion Advisory Network (IAN) (delete as applicable) to provide advice and guidance on:
« Allequality, diversity and inclusion (EDI) and anti-discrimination matters; and
« To provide strategic oversight of the delivery of its operations plan in a county-wide inclusive way which
includes all sections of all communities.

We would like our members to consist of passionate individuals from a variety of backgrounds, experiences and
perspectives to help guide and drive our work for everyone.

We are currently looking to recruit an Independent Chair who will lead the IAG to support our organisation. The
successful person will have significant knowledge and experience of operating at a strategic level in either the
Public or Private Sector and equally bring a breadth and depth of knowledge or experience in equality matters.

You will need to be able to think strategically and have the capacity to guide the implementation of local inclusion
provisions. You will need to be an advocate of the role of football within EDI and anti-discrimination with a proven
ability to work collaboratively and challenge constructively.

It is an exciting, but challenging opportunity with the incentive of shaping our County FA's inclusion work and
positively impacting the landscape of football at every level.

The pack includes the following:
1.  Therole advertisement
2. Apotential IAG Terms of Reference
3. Therole profile
4. Howto apply—the application form
5. County FA Equality and Diversity Form

The pack provides all the necessary information that you require to submit an application. Should you have any
questions about the role, or require clarity on the recruitment pack, you can contact
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Inclusion Advisory Group Independent
Chair Application
Voluntary/Expenses

We are looking for a dynamic, self-motivated and
proactive individual who wants to make a positive
contribution to the governance of grassroots football in
Countyshire.

The Chair will use their experience to lead and steer the
group to promote Inclusion and Diversity throughout
the organisation, ensure the group is focused and
provide advice and guidance in relation to the
challenges that we face in local football.

The Inclusion Advisory Group will report directly to the
Board on all issues relating to Inclusion, Equality and
Diversity.

There will be a minimum of four IAG meetings each
season (although this could change according to need)
as well as communication between meetings to support
the County in delivering the National Game Strategy and
its contract with The FA. There will also be arequirement
to attend Board meetings when required and attend the
National County FA Inclusion Day annually.

The Inclusion Advisory Group (IAG) will embed
inclusion into the County FA, through support and
advice on allissues of diversity and equality within the
strategic and operational workings of County FA.

The successful applicant must also be able to
demonstrate excellent communication and influencing
skills.

What can we offer?
« An exciting opportunity to be part of a forward
thinking, progressive business.

o Towork with key stakeholders within the grassroots
and game.

« Acommitment to empowered and supportive
personal development.
« Travel expenses when attending meetings

How to apply:

Applications will be accepted upon the completion of the
application form contained in this recruitment pack. It is
essential that applicants clearly demonstrate their ability
to meet the requirements of the role, explaining how
their experience and technical skills will assist them.

Recruitment for the voluntary role will be based on
both the technical ability to fulfil the role and also the
following key behavioural competencies, as defined in
the County Football Association Competency Model:

« Honesty

« Efficiency
« Respect

o Teamwork
o Trust

We would appreciate if you could complete The FA's
Diversity Monitoring form along with your application.
Completion of this form is entirely optional however

it does on a generalised level provide the Association
with the opportunity to track the breadth and depth of
the applications from different parts of the community.
This form should be filled out anonymously and sent to
us separately to your application form, using the pre-
paid postage envelope attached. This data will then be
collected and collated anonymously.

The interview process:

The date for applications to close will be at 5pm on

Applications will be shortlisted and we will invite some
candidates for an interview.

The interviews will take place week commencing

and will be held at County FA
Headquarters. We can be flexible with interview times
where required.

A formal induction process will take place once we have
appointed an IAG Chair.

This process will be adapted for anyone who has a
disability or any other accessibility requirements.
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Inclusion Advisory Group Terms of
Reference
Purpose

The Inclusion Advisory Group will embed inclusion into
County FA, through support and advice on all issues

of diversity and inclusion within the strategic and
operational workings of the organisation.

Membership

The membership will go through an application

process. Members should where possible represent the
diversity of County FA and cover the range of protected
characteristics, but as if not more important is diversity of
experience, knowledge and thought. All members will be
volunteers and will be paid reasonable travel expenses.

The IAG Chair will have a seat/observer role on the
County FA Council/Board and the IAG will report
directly to the Board via

Role
Therole of the Inclusion Advisory Group is to:

1. Provide support and advice on the County Plan
and the likely impact it may have on under-
represented communities within County FA,
e.g. diverse ethnic communities, women and
girls, people with impairments, LGBT and faith
communities and people of all ages.

2. Advise on specificinterventions to increase
participation by the whole community to
address gaps in provision and grow the game.

3. Foster good relationships with the local
community, so that football can be used
to create positive sporting opportunities,
bring diverse people together and increase
participation for all.

4. Monitor and review the impact of the County
FA's work in relation to equality through the
County plans and working towards achieving
the next level of the Equality Standard.

Means

In supporting the role as defined above, the Inclusion
Advisory Group may:

1. Analyse data to provide intelligence and
support recommendations for County FA.

2. Consult on and support the county planning
process, including the setting of business
objectives and targets which ensure that the
needs of all communities are considered,
catered for and met where possible. This will
include being responsible for the development
and implementation of a new Inclusion Action
Plan for County FA.

3. Provide support to County FA's community
engagement, consultation, development
programme and disciplinary procedures.

4,  Actas Ambassadors as appropriate for
County FA.

5. Bringadiverse and inclusive perspective,
mindset and culture to County FA.

6.  Identify key equality issues and support the
identification and delivery of solutions.

7. Advocate the benefits of addressing
equality issues.

8. Assess and advise on equality impacts arising
out of county plans.

9.  Coordinate consultation sessions with the
wider community in relation to annual county
plans and general football inclusion issues.

10. Identify key issues and trends that may
promote the growth of the game through
inclusion and diversity interventions.

11.  Promote inclusion and diversity in football.
12. Devise, monitor and evaluate County FA

secondary Key Performance Indicators for
inclusion and diversity.

13. Meet four times a year (as a minimum) in
an appropriate format for the members of
the group.

These Terms of Reference will be reviewed once the
group is formally set up and on an annual basis.
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Independent Chair of Inclusion Advisory Group — Role Profile

See Appendix 21 for a complete template for this role profile.

Role Title: Independent Chair of Inclusion Advisory Group

Role Purpose

« Tolead and support an effective, constructive and cohesive Inclusion Advisory Group

o Toassist the IAG Members and all County FA staff to plan, lead and develop a strategic vision for inclusion
in football within Countyshire

« Toreport and feedback effectively on the delivery of Inclusion to County FA Council and Board

Principal Accountabilities/Responsibilities

Governance

o Torepresent the IAG on the County FA Board and/or Council
« Toattend any national or regional FA inclusion events (where possible and relevant)
« Toattend County FA Meetings as and when required and when reasonable

Agendas, Papers/packs and Presentations

« To support the recruitment of and inspire the very best and talented IAG team possible
« To ensure the performance of the IAG is measured and accountable where possible
« Toprepare the Agenda for IAG meetings

« To work closely with the County FA CEQ, CDM and all County FA staff where relevant to ensure resources
are effectively prioritised for inclusion and that inclusion is embedded across all County FA work and staff

« Toensure that IAG action points are documented and actioned.
Strategy & Vision

« To support work around maintaining the current and/or progressing to the next level of the Equality
Standard for Sport, including the creation of a robust Equality Action Plan to sit alongside, compliment
and be part of County FAs wider operations plan.

« To liaise with staff members and the IAG Working Group to ensure IAG work supports the attainment of FA
and Internal KPIs
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Knowledge/Experience/Technical Skills

Essential

Have a working knowledge of the key legislation
around inclusion and diversity

Promote inclusion and diversity as part of a group

Identify key issues and trends that may help
to promote the game through inclusion and
diversity interventions

Ability to meet and work outside of normal
working hours

Successfully network with key staff and contacts
within County FA and the areas in which County
FA operates

Be able to plan, drive and Chair meetings

Ability to communicate effectively and
confidently, both in written form and verbally

Positive attitude to the requirements of the role

Capacity to handle confidential information
sensitively

Work as part of ateam

Ability to work in a professional manner as a
representative of County FA

Desirable

A degree of experience of the sports/football
industry

Have existing positive contacts within the
sports/football industry and the wider
community

Have existing contacts within local community
groups

Have knowledge of existing equality groups in
the local area

Ability to review and analyse data to assistin
making informed decisions

Ability to work strategically to engage under
represented communities

Experience of strategy planning/consultation
Good presentation skills
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Application Form

Personal Details

Surname: Forename:

Address:

Postcode:

Home Telephone No: Daytime No:

Mobile No:

Email Address:

Please tell us how you meet the IAG Chair role profile as shown above.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 214



Please tell us your reasons for wanting to be on this Inclusion Advisory Group.

Please give details of any other skills (professional/life skills), interests or experience you have that
may be beneficial to you undertaking this role with County FA.

Please complete and return this form via email to or alternatively post your application to

Closing date for applications:

Applicants will be invited to interviews w/c
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APPENDIX 20

How to be a More Inclusive County FA

This document is available to download in A4 landscape format from the Appendices’ resource.

HOW TO BE A MORE
INCLUSIVE COUNTYFA -

.0
FEBRUARY 2020

CONTENTS
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FOR FURTHER INFORMATION
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diverse organisations underpinned by The FA's supportin
umey together

Yoursinsport,

Paul Eliott
Chairof The FA Inclusion Adsisory Board
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thatthis

guide has been brought to you.

James Kendall

Head of Grassroots Football, The FA

INTRODUCTION

y tp P o
a the
he gobal popui ptenspe bers of
people plain 2 one,
sat e seven.
Gventis, i efitterand release

stressin ever more complex times.

inclusion.
Byincisi

or commuites

the game. Of those levels,

footbal

butalso where most people play, paticipate, aspie and dream. Over 100,000 tearms,
1 B

000 clubsand

ounty FAs and

Lt me s

c
as possibl.

Fash It

Inthelast andreachof Count

of 55+ mill

Intum, this

relevant businesses.

indset that should runthrough

thing we all o, forthe purposes of

we have st
We hope you ind it seful and thought provking,

This guide s witten foral County Footbal Assaciations.
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1. FACILITIES

, whetheritbe their tch

ey

& daitionall
and other stakeholders attitude towards you,
Theref

our staff

PLAYING FACILITIES AND COUNTY FA OFFICES

fut

your custom

ounty FAth

Therefore, making

inclusive image of the organisation.
u

making sure your organisation i operating in an inclusive way, relevant to your local communities'

needs, Rememby faciltiesis  com

andal wil

process,

practical for your rganisat

this
avare of how nclusion

\ymore of a partin your plans.

 the suggestions into g

eitime, they can: suppressboth

ithin your staf,
thinking through the design of your HQ.

61 HOWTOBE AMORE INCLUSVECOUNTY P
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Hare's  checklist of some things you could implement in your workplace, playing or educational
facilties to help create a more inclusive environment:

Adiersity date calendar on wallorvithinstaffoniine calendars?
of diverse football ole models around uour offices?
fice signage in brall and other anguages (relevant tolocal commurites)

agreementin place with alocalsigner or interpreters n case this

nderneutral and/or trans-friendly foflets and changing

pening and working imes that are relevant o your customers

onsuting Your1AG on the accessibilty/inclusiveness of your off

S inform difterent culturalfood neet

DDDDDDDDDDDDDI

7 OO £ <c<¢ INCIUSVECOUNTY

andways inwhich uour
i ol o st et oot For A

Howyou recrut your taff il set the scene for everyihing you o, Getting the right balance o
diverse people, skils and experience at this point can me-changer for County|
tof your recruitment processe
2 s thejob advert written n a way th ore diverse candidates

Here are some tips to help you make your recrutment process as inclusive as possible:

Embedded inclusion nto lljob adverts androle descriptions?

. inding and commitment to equalfty,
oin all job adverts sate uouare an equal pporturities emploger
. Iy
Used your AG members to help make sure ob opy

cascaded intolocaldiverse communitie

CASE STUDY - SURREY FA
WORKFORCE WELLBEING

Surey FAjoinedhe Time toChange moverent dlongside manyer
supportits emploue
orin Time o Change s mking e e Sure s st
e e, St P workeawin th G (incsion Adion i
the Time to Change charity reviewad and approved.
The plan aimedto implement and achieve good mental health and wellbei

rey recruted two Mental Health Employee Champions tolead on this work,Both
e a two-day Mental Health First Ald co ferpublicly signing the
they thought they could improve their own
workplace 8. Suggestions were putinto action,such as subsidised lunchtime uo
anda chi session.The Surey F as s0run monty Breafast Gatherngs eachwith
and Worid Bipolar Dy (March. Quizzes nheldto

awareness and other actvties have been tested for their effectivenes:

with Time to Change to o
ootball and mental health

an Hlnﬂau JBEAMONGIICLUSIVE COUNTY P

Here are a few suggestions on how you can work towards having a more diverse
lusive leadership team at your County FA:

jemance aslaid outin The FA' C

Governan ity FAS a ing towards meeting

i The s vith an Sport England's Go

mearingyou wouldrot o have achieved Both f spor? fagship ceth
Jeto apply forSport England fur

indertaken a skils a

o the diversity o your customer b

1 do they compel you to recrut rom

13 HOWTOBEAN

CASE STUDY - MIDDLESEX FA

HQ MOVE

in ialhouse toa built County FAHQ
inthe Borough of Eaing.T tches, floodights, parking, ferencs
faclties. Sueh amaorlogis 3 any County FA vith opp creating

Actions Impacts

Bookin
Newcoach education 00Ms | repy o res for Refugees, Gis PDC and the YMCA

Oftho40000 e s st o 00 are o g
from fieto

Seven of the 1op ten most popular sers surnames of the centre are Patel,

Diverse usage Khan, Ahmed, Shah, Al Bhat and Mohamrmed

Communityinformed front | F e gou
ofhouse aboutlocal commurities, making them more relatable o users

0BE AMORE INCLUSVE COUNTY 7

MAKING YOUR WORKFORCE MORE INCLUSIVE

Oncestaffare part of your County FA family,
inamore!

upporting and developing them to deliver theirrles
and leadership

Changing your workforce's mindsat can help to embed e works

withahandfulof

Embedded nclusion nto al staffPDRS?

any q

Caried out a diversity auditof your workforce?
(Either standalone or as part of the Equality Standard or The FA's ‘State of Play)

boardand volunteers?

topregancy/maternity fath daus, etc?

ey fath date
LGB History Month, International Wormers Day, etc?
Insertedkey diversity datesinto a wider workplace calendar?
Explored setting up Employee Resource Groups?
(Employs
BAME, Women's These kindof

market reach).

Built equalityraining and CPD into allstaffwork programmes?

101 HOW T BEA MORE I

ined isions andval posi sec
espocially i hoy are demonstated b theieaders.

physicallyand; pteam
- ot
2 g2 o breakinto, especiallyin
sport,Sports governance has the un o s 18N 01d Bogs' Club Whether this i
not, perception s often taken as realty,

2 Teaders,diferent was of operating

copted-butaags win eioument
BOARD RECRUITMENT

Company boards should have a mixture o sils, experience and people. The richer that mix, evidence’
stsit's fonwill matke mo @ profit—whatever that type of profiLs

For eyl st s e st b sttt s vt et oo
Nevertheless, to nciples.
ifciuntand mmedat mpact o houtlonkto e e k- upl ot Somd s veof Gersy,

tewe, Theassur b
Genthetogs anomatiaty o0 anexp versity st one that has p
corrector effective,

Wit g of certi unities' experi omp

ther twith a ider rang andthe

s
experience o delivering servces to themis ikely to have more mpact.

“Delveing Prough Dvesiey ke 2018

itps o mcinsy comi - media/Meinsey/ Business 4 20FunctionsOnganzaton Our 20 s oL p o),
isights/Delveing 4 20through'k20cverity Delverin through-dveriy fo-report i Pt erberand ok of e A6

121 HoWT0sEA

INCLUSIVECOUNTYFA

[ CASE STUDY - BIRMINGHAM FA |

BIRMINGHAM FA NON-EXECUTIVE DIRECTOR RECRUITMENT

e Level ofthe Equalty Standard,

Theoug e o o e B A Bt rac e o s of kol g
they analysed w Theyfou
o e SR

g channels, poor diversity
it b

idi Through analysisof the Caunty Fis Artic atthe
€ P or INEDS. This
’ prov ake-up of a0n appiicants
andthe use of ‘double-biing'short st
vith newrecru as a o
et e coopted, fesbut
brought with them an fences Asare: ‘ow been adopt

across the organisation

1|

BLACK
1

FURTHER INFORMATION.

Here are some other saurces of nformation on thissubject you might ind usefut

divers
guide-good-practice

Forinform: E t ance,

161 HOW TOSEA MOREINCLUSVE COUNTYFA
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4. MARKETING AND

COMMUNICATIONS

The public face of a isation s important in shaping your brand and your customers’ opinionof
§ marketing and communication

youandthat tar
That's because the vast majority of your customers willnever enter the County FAS offces to mee
in person. Therefore, good mark ommunications (marcomm) are key engagement toolsfor

pment plans bt

have fulltime Marcomms Oficers there fs more capabilty to delver marketing
it s capabiiy County Fhsreaure

{al media onalocal level H

SPORT
# ENGLAND

ST

inspire

ur marcomms strats E Plan? [slslc]

Ensured your marcomms channels andresources reach all areas of all communities?

Kot [TTon
(0] Ewsccas

—

uk sporf )

LOCAL RADIO

CASE STUDY - HERTFORDSHIRE FA

COMMUNICATIONS: LGBT HISTORY MONTH

'1!

Aspartoftheir outanequa
the County FAwiderdemographics At completing bt of hese t became cear that the had ot meaningllly engaged ith LGBT
people or communi fordshire through footbal, especially young LGBT people.

Thea personal engager s 7o Couny FAS Ealty Offcaond ot ofirtand sproptsto

ot yoime bl g ot oo ACHI L fan Counl. evan ot and g darfd sk bsttes
o et g, Ovra et o o hours, g LOBT Hisery ot Hortréshre s gove ol f o e cranes 0 ot Counlim
groundbreaking project. As aresult of the campaign,the C ocial media followers' (o customers), as wellas an increase in
confidence and engagerent with LGBT communities in Hertfordshir.

The impact o fnon-Caunty F he County FA.

MARKETING: NON-CUSTOMER RESEARCH

Birmingham FA oversees footballin e of the most diverse itesin Engl pe. fthad: with dverse communites
whowiere notexisting customers;non-custormers ineffect. ies ofeaching o aboutthese
communities through oot B ted fpe s were non-customers.
insight company to carry out the research, using. a
akeady vohed naflated
T o fromthis projec petitivetendering process,vith three g forthe project Asaresultof
this process, the successful roject became more accountabie, and the oy o
e he Count T FA' nsight pert advice ntends arch projects and gaining the.
rmone from them.
<po person, The findingsof the rep o adstrong
whether p egative, but that ¢ ally ) football Respond ythe 11-aside
gameandpr " unites
2 camp s batueen alfootbal,helping tand the actual experience they may
e eportals ers, who,ath ymay

plg the game themselves,would encou =§e'heuﬂue ters o play

161 HOW TOBEA MOREINCL
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5. COACHING

hing s ane of the two main oles within footbal
significant influence. T s
It coacheshavea st it on h ides ame fesearch s eveded hat neaf the
With coaches being role models for many young

hforcelsreally mportant,

om they can dentify is eFtie ool ok th gae For AL

Here are afew tips on how you can generate a more diverse coaching workforce within your

alcoaching workforce?
with uour 1AG? Or your Youth Counci?
alydi mmunite

T e

onth, Ramadan or LGET History Month

veral studies have found tha the one thing more valued by grassroots players than angthing ese

Intur, having visily diverse referees changes the percept ame toplayer
fdiversiy frther enhas

Referee
recuiting forrefe

lleges where new referee:

7. INCLUSION ADVISORY GROUPS (IAGS)

T into their everyday business and|

A effectve 1AG will guide you towards ensur " 6 should be populated by people who understand the needs and barrer

eived) faced by those who ha
G willalso provide guidance on waysinwhich to reach people who may eel excluded orfindft ificuto access football whether it be because of th
len, sexualorentation, marital status or civl partnership,ace, nationality, ethnic arigin, colout religion or bele,abiltyor isabilty, p
unty FA area s d ilfocus on rities and communit

hown that there ae five critcalsuccess factors o a goc

Score yourself 1.5 (1 = worst and 5 = best) (circle as appropriate)
Havingthe right people on the group. 1 3 4 5
Having aChair diving change 1

4
Your AG working well with your Board 4
4
4

3
3
Your AG working well with yourstff 3
3

An1AG involved n strategic planning

elland vhat needs mprovement within uour 1AG

e on our website that profles your group member

Made sure your 1AG are fullyinducted and ready to make a diference from D

ounty FAPlannin

show, traveling round the county o help uoureach ot

CASE STUDY - ESSEX FA

PARTNERSHIP WITH THE MUSLIMAH
SPORTS ASSOCIATION

e R m op e
Asian and Mo

inan women fom thercommunitesand e helent
(acordng1oSporEngand eser

tive social roup in society

a 1y sports ciub Giv lackof exper
bal dtorunalevel 1 fem:
mosque where sessions were adzptedto it i with the mos

Afte
female FA coach mentorthe coaches are now coaching other womenwithinthei club
and community,

e's/womer's schedule

18 1 HOWTOBEA MOREIN

CASE STUDY - LANCASHIRE FA
REFEREE COURSE WITH LOCAL FAITH SCHOOL

—aasn
Lancashire A recognised the levelsof diversity across he county weren't reflected within

i | theirreferee workforce.

e i

After analysing gverst

fereeing vias Asian Muslims, and through theircurrent civerss
i o) ot et (o oo

ed across
rees they partnered

After speaking to the schoofs ead teacher,Lancashire FA aranged a referees raining course toform
part of the school' curiculum. All 24 boys wh took part passed the qualfication. Mentoring and game
s also buitnto school’s hours, ensuring the boys were more ikely tostay inrefereeing,

allbous'school, and a counterpart course aso took place atts ll i ‘sister school,

201 HoWToBE ANOR

| CASE STUDY — MANCHESTERFA|

ESTABLISHING AND RUNNING AN INCLUSION
“ ADVISORY GROUP (IAG)

In 2018 Manchester P eviewedan e ahertse for KSIAG t vasreiosirun o the
A i oc o thogame
S
e thenew i o A tarstormedintoa dyramic andrepresenatebody
i o, Fisty e ; g
sy rertorcin g
i mace aemerofthe County A’
o

The g sl el om 00 oo o0 AT g n s W ot
and comittee: » o
footbal leaguesandcubs

strategic partnersrather than

ThelAG w: g ain Boa gular communication sarted to
e main board. This i I ounty FAstaf,

ThelAG then builtan action plan and a fgrised that the County FA neede
2 thiswork,in the formof a For Al O rent Offcer. The Act s

into specific priority areas ofincusion s wel as keeping an ey on wider equality matters. This ole s now
in place and the ful-time officer now links together the County FA staffteam, the IAG, the Board, nclusion
ctivities and the wider operations plan, As a result, Manchester FA s iow an organisation where inclusion

Inclusion Advisory G
‘What You Need To Kr|

Marc o
Robina S lanchder A

221 HOW TOBEAMORE NCLUSVE COUNTY A
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8. REPORTING DISCRIMINATION v iy oo

ty anyreports; g i asamatter of fundam
onsistent and ransparent pro ws forafai

minder, the following s  proces: iscrimination s eported within footbal: materials? You could partner with Kick It Outfor this
Anyincident of discrimination sho edimmes
be reported to the match referee but also diectly o the C

this occurs atagame ould

process and push o allclubs, coaches and eferees?

he County FA onrecelpt will alsoreport the matter directly to The Football Assocation who will also guide the County FA i
the investigation;
“The County FA discipiine team willseek further nformation from any witnesses, including the match officiaks, in order to confidence,
determine the fact ‘Madeit Cou
The information received and willm mmendationto The »
Whena charge s aised, the person charged has 14 days o respond; T oD
Depencing on the response, the matter willthen be determined by a Disciplinary Commission et resources and videos included?
g T
The Commission s appointed centrally by The Foot ocation and il consist of fully ained member ity
Ata Personal i nes Jortofthe charge wil be required to attend the hearing to g
k! specific a ar inder 18 years of age are o porting ckh

the hearing theresult il be confirmed i writing and ullwriten reasons willbe
to Ao
Itisalsoim; ams and ext
County FA Inclusion Adsisory Groups As hav disciplinary caseloads are man
due o the more impactful and sensit

281 HOW TOBEA MOREINCLUSVE COUNTYFA

9. SUMMARY e

making sure your anti-discrimination procedures are sound and in lace. Ensure
i document was designed to help you reflect on just how nclusively your County FA operate: & o iminat
Studies it contains have provoked some postive action

Maybe some i
2l this

idundermine allyour hard work.

o summarise, here are some princples we think il b

Communicate more
unty FAs have services o offer, butnthe past ha

Gt of their work o some local communities, Understanding how our market engages and designing your

o

KICK T OUT.~OF FOOTBALL.

commnications plan accordingly can yield excellnt dividends,
Market yourself

Many diverse communities have o idea what County FAs do or how they can beneft from you Having.
marketing plan will make a big i diversity-and: balan

Lead the way

er enit hada close working relationship ith most County FAs
\‘

ange that, These commurite
i

and e football s much as everyone lse, They

togetout there

encouraged by the fact that uouve madethe efort and reached out
Use the professionals

I tisin yourinterests to work with them more. Every

o Foundation and many of their objectives willbe the same s

Campaign with others

Sometimest makes more sense to partner with the experts and have abiggerjointimpact. Campaigns ke Kic

ind Show Racism the Red Card il be more than happy to workwith you o try and help make football a bter
Kick ItOut s partfunded by the FA to do exactlythat and has two grassraots officers whose rles facus on
ty FAs and grassroots football For moreinfo go to KickltOut.org.

place.

261 HOWTOBE AMORE INCLUSVE COUNTY 4

FOR FURTHER INFORMATION
WHEN WE SAY
FOOTBALL IS FOR
ALL... WE MEAN IT.

Simply emal Equality@TheFA.com and the appropriate person

oo i | ion AsEngland'snational sport, with more than 30 milion spectators,
sianinclusion TheFA com/Asianinclusi 1L millon partcipants and 100,000 grassroots teams, footbal has
increcible povir o bring people together pulld jersandact
asaforce for good.
g discrimination: TheFA.com/footballrules-governance/inclusion-and-anti-discrimination/anti-discrimination
3 TheFA.com/football ol finclusion: and-antl-diserimination/ant discriminat With tis power comes responsibiity As the game's governing body
LGBT: TheFA.com/football-ules-governance/inclusion-and-anti-di tion/tackling homophobia i England, we consider ths responsiilty to be acay o-day dut
herinformationsalso avllable from Kick t Out Englsh footbalfs equait and inclusion ogarisatio: KickItOut.org S0 much 5o that we've published our Equalty, Diversity and Incusion

Plan for 2018-21,which s now it second year. You can download a
copy fram the Inclusion and A Discrimination section of TheFA.com,

TheFA It contains cleartargets across fourpriority areas of work:

+ TheFAandits culture

+ The England teams'support structure
+ The game's grassroots workforce

+ Inclusion programms

sthe game

urprorky areas are 1 underpinned by our ongoing work to
deliver  game free from discrimination.
For[YT] Allour targets are measurable. At the end of each completed year

we pubdlish a progress report, The latest one can also be downloaded

The Football Association
Wembley Stadivm We're deter
London HA9 OWS.

T:+44 (0)800 1691863

Fi 444 (0)800 169 1864

o ensure ootoal s For AL
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APPENDIX 21

County FA Independent Chair of Inclusion
Advisory Group - Role Profile — Template

Role Title

Independent Chair of Inclusion Advisory Group

Reports to

Chair of the Board of Directors

Role Purpose

« Tolead and support an effective, constructive and cohesive Inclusion Advisory Group.

o To assist the IAG Members and all County FA staff to plan, lead and develop a strategic vision for inclusion
in football within the County.

« Toreportand feedback effectively on the delivery of Inclusion to County FA Council and Board.

Direct Reports

Member of the Inclusion Advisory Group.

Location

Include office address and other options or requirements such as homeworking
or additional travel to other locations or overnight stays.

Estimated time
commitment to
fulfil the role

Keep this as flexible as possible to maximise inclusivity.

Remuneration or
Expenses

Please indicate whether any remuneration is attached to this role. If so a contract for
service will be required.

County FA Expenses will be paid in line with the current Expense Policy of

Travel and accommodation to FA events where The FA has agreed to reimburse
County FA Expenses will be paid in line with the current County FA Expense Policy
issued by The FA.

Responsibilities

Governance

o Represent the IAG on the County FA Board and/or Council.
« Attend any national or regional FA inclusion events (where possible and relevant).
« Attend County FA Meetings as and when required and when reasonable.
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Agendas, Papers/packs and Presentations

Support the recruitment of and inspire the very best and talented IAG team possible.

Ensure the performance of the IAG is measured and accountable where possible.

Prepare the Agenda for IAG meetings.

Work closely with the County FA CEO and other key County FA staff to ensure resources are effectively
prioritised for inclusion and that inclusion is embedded across all County FA work and staff.

Ensure that IAG action points are documented and actioned.

Strategy & Vision

« Support work around maintaining the current and/or progressing to the next level of the Equality Standard
for Sport, including the creation of a robust Equality Action Plan to sit alongside, compliment

and be part of County FAs wider operations plan.

Liaise with staff members and the IAG Working Group to ensure IAG work supports the attainment

of FA and Internal KPIs.

Person Specification

Skills and Knowledge

Essential

Have a working knowledge of the key legislation
around inclusion and diversity

Promote inclusion and diversity as part
of a group

Identify key issues and trends that may help
to promote the game through inclusion and
diversity interventions

Ability to meet and work outside of normal
working hours

Successfully network with key staff and contacts
within the Association and the areas in which
the Association operates

Be able to plan, drive and Chair meetings

Ability to communicate effectively and
confidently, both in written form and verbally

Positive attitude to the requirements of the role

Capacity to handle confidential information
sensitively

Work as part of ateam

Ability to work in a professional manner as a
representative of the Association

Desirable

A degree of experience of the sports/football
industry

Have existing positive contacts within the
sports/football industry and the wider
community

Have existing contacts within local community
groups

Have knowledge of existing equality groups in
thelocal area

Ability to review and analyse data to assistin
making informed decisions

Ability to work strategically to engage under
represented communities

Experience of strategy planning/consultation
Good presentation skills
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Enhanced DBS Check required? YES/NO

Check Companies House Disqualified Directors YES
Register?
Clean full driving licence? YES/NO

The Role Holder will be expected to understand and work in accordance with the values and
behaviours described below

The values below are those of The FA. If the County FA has a variation of these values, they should be

inserted below.

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement
« Identifies the need for, and actions change in direction, practice,
policy or procedure
« Questions the way things are done and takes informed risks
« Continuously seeks to improve efficiency and performance

RESPECTFUL

Sets the standards for respectful behaviour across the game
« Maintains people’s self-esteem when interacting with them
« Avoids pre-judgement when listening to suggestions from others
« Seizes the opportunity to apply FA standards at all times

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds,
experience and perspective

« Seeks out and embraces new ways of thinking and working

DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing

» Works relentlessly to overcome roadblocks or obstacles to achieve the goal

« Remains focused on seeing agreed goals through to completion taking pride
in their work

« Maintains motivation for their team and themselves

EXCELLENT

The very best outcome achieved by sustained excellence in performance

« Seeksto achieve the highest levels of performance at all times
« (Canbe persistent to achieve a standard that others consider impossible
» Challenges others to go further and achieve more
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Role Profile agreed by Name Signature

the Board of [insert
County FA name]
and signed on behalf
of the Board by the
Chairperson:

Date Role Profile agreed
by the Board:

Name Signature

Role Profile signed by
role holder:

Date Role Profile signed
by role holder:
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APPENDIX 22

County FA Remuneration Committee Terms of
Reference - Template (updated October 2021)

1. Constitution and Membership

1.1  The Board has resolved to establish
a committee of the Board to be the

Remuneration Committee (“the Committee”).

1.2 The Committee shall comprise at least 4
members, all of whom shall be non-executive
Directors of the Board. Members of the
Committee shall be appointed by the Board.

1.3 Only members of the Committee and the
Chief Executive Officer (other than when the
Committee is considering matters relating to
the Chief Executive Officer) have the right to
attend committee meetings. However, other
individuals as the Committee shall determine
and external advisers may be invited to attend
for all or part of any meeting, as and when
appropriate and necessary.

14  TheBoardshall appoint the Committee
Chairman. In the absence of the Committee
Chairman, the remaining members present shall
elect one of themselves to chair the meeting.

2. Secretary

A nominated Director or his or her nominee shall act as
the secretary of the Committee.

3. Quorum

The quorum necessary for the transaction of business
shall be three. A duly convened meeting of the
Committee at which a quorum is present shall be
competent to exercise all or any of the authorities,
powers and discretions vested in or exercisable by the
Committee.

4. Frequency of Meetings

The Committee shall meet at such times as the
Chairman of the Committee shall require.

5. Notice of meetings

Meetings of the Committee shall be called by the
secretary of the Committee at the request of the
Committee Chairman.

6. Minutes of meetings

6.1 The secretary shall minute the proceedings
and resolutions of all Committee meetings.

6.2  Minutes of Committee meetings shall be
circulated promptly to all members of the
Committee.

7. Duties
The Committee shall:

7.1 Approve the remuneration policy, key
operating Principles and structure applicable
to the Chief Executive Officer, all County FA
employees who report into the Chief Executive
Officer within the management structure.

7.2 Approve as required, the salary, bonus
and other terms and conditions of those
employees covered by 7.1 above.

7.3 Approve as required, the level of remuneration
and other terms and conditions of the Chairs
and non-executive Directors of all County FA
companies.

7.4  Approve termsrelating to the termination of
the contract of employment of any employee
as provided for in 7.1 above and the Chairs
and non-executive Directors of all County FA
companies and any settlement or termination
agreements.

7.5  Periodically review the reward policy and
structure that applies to County FA employees
below the level of those provided forin 7.1
above, to ensure that this is consistent with the
overall aims and objectives of the County FA.

7.6  Beresponsible for establishing the selection
criteria, selecting, appointing and setting
the terms of reference for any remuneration
consultants who advise the Committee.
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8. Reporting responsibilities
8.1 The Committee Chairman shall report to the
Board on its proceedings after each meeting
on all matters within its duties and
responsibilities.

8.2  The Committee shall make whatever
recommendations to the Board it deems
appropriate on any area within its remit where
action orimprovement is needed.

9. Authority

9.1 The Committee is authorised to seek any
information it requires from any employee of
the Company in order to perform its duties.

9.2 The Committee is authorised to obtain, at the
Company’s expense, outside legal or other
professional advice on any matters within its
terms of reference.
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APPENDIX 23

Risk Committee Terms of Reference -
Template

1. Purpose

The Risk Committee is responsible for assisting the
Board in its oversight of risk, reviewing the Group's risk
appetite and risk profile in relation to capital, liquidity
and franchise value, reviewing the effectiveness of the
Group's risk management framework, reviewing the
methodology used in determining the Group's capital
requirements, stress testing, ensuring due diligence
appraisals are carried out on strategic or significant
transactions, working with the Remuneration
Committee to ensure that risk management is
properly considered in setting remuneration policy,
and monitoring prudential regulatory requirements
across the Group. Primary responsibility for setting the
Group's conduct and financial crime risk appetites and
overseeing the Group's profile against them; overseeing
the brand and reputation of the Group and ensuring
that the reputational risk is consistent with the risk
appetite lies with the Board Governance Committee.

2. Membership

2.1  The members, including the Chairman of the
Committee, shall be appointed by the Board
on the recommendation of the Nomination
Committee. Members shall be appointed in
consultation with the Chairman of the Risk
Committee.

2.2 The Committee shall consist of not less than
three members and all members shall be
independent non-executive Directors of the
Company. Appointments to the Committee
shall be for a period of up to three years,
which may be extended by no more than
two additional periods of up to three years,
provided the Director still meets the criteria for
membership of the Committee and subject to
the articles of association of the Company and
re-election by shareholders.

3. Quorum and meeting procedures

31 Aquorum of the Committee shall be two
members.

3.2 Inthe absence of the Committee Chairman,
the remaining members present shall elect
one of themselves to chair the meeting.

3.3 Directors may attend a Committee meeting
in person or through the use of video or
telephone conference.

34  The Group Company Secretary, or their
nominee, shall be the secretary of the
Committee.

4. Attendance at meetings

4.1  Only Committee members and other Board
members have the right to attend Committee
meetings. The Group Chief Executive Officer,
the Chief Risk Officer, the Chief Financial
Officer, the Chief Audit Officer and a senior
representative of the external auditor will
normally be invited to attend.

4.2 Members of Management and any advisers
appointed by the Committee may attend any
meeting of the Committee, by invitation.

4.3  Atleastonce ayear,and at any other time
as the Committee shall see fit, it shall meet
separately with each of the Chief Risk Officer,
the Chief Audit Officer and the external
auditor in the absence of other members of
Management.

5. Frequency of Meetings

5.1 Meetings shall be held not less than four times
each year and at such other times as required.

5.2 The Chairman of the Board, the Group Chief
Executive Officer, the Chief Financial Officer,
the Chief Risk Officer, the Chief Audit Officer,
the External Auditor, the Chairman of the
Committee or two members of the Committee
may request a meeting if they consider that
one is necessary.
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6. Notice of Meetings

6.1  Meetings of the Committee shall be called by
the secretary of the Committee at the request
of the Committee Chairman.

6.2  Unless otherwise agreed, notice of each
meeting confirming the venue, time and
date together with an agenda of items to be
discussed, shall be forwarded to each member
of the Committee, any other person required
to attend, no later than five working days
before the meeting. Supporting papers shall
be sent to Committee members and to other
attendees as appropriate, at the same time.

7. Minutes of Meetings
7.1  The secretary of the Committee shall ensure

that a formal record of Committee proceedings

and resolutions is maintained.

7.2 Following approval of the minutes by the
Chairman of the Committee they shall be
circulated to all members of the Committee.

8. Authority
The Committee is authorised by the Board to:

8.1 Investigate, or cause to be investigated, any
activity within its terms of reference;

8.2  Obtain at the Company's expense external
legal or independent professional advice from
such advisors as the Committee shall select,
who may, at the invitation of the Committee,
attend meetings as necessary;

8.3  Seekanyinformation that it requires from any
employee of the Group in order to perform its

duties and require all employees to co-operate

with any request made by the Committee;

8.4  Meetfordespatch of its business, adjourn and
otherwise regulate its business as it shall see
fit, including approving items of business by
the written resolution procedure set out in the
Company’s articles of association;

8.5 Delegate any of its duties as is appropriate to
such persons or person as it thinks fit; and

8.6  Attend the meetings of the risk Committees of

the Group's principal subsidiaries.

9. Duties

9.1 Theduties of the Committee, which will be
carried out inrelation to the Company and the
Group as awhole, as appropriate; shall be to:

9.2 Risk

9.21 Review and monitor the Group's future
risk strategy and its risk appetite, in
particular, in relation to capital, liquidity
and operational risk (save for where such
risk is the primary responsibility of the
Board Governance Committee), and to
make recommendations on risk appetite

to the Board;

Work with the Governance Committee

to ensure that the Group's Corporate
Responsibility risk exposures are properly
considered;

Review the methodology and
assumptions used in the Group's model for
determining its economic and regulatory
capital requirements; satisfy itself that the
assumptions and calibrations used reflect
Aviva's forward-looking risk profile and that
the potential impact of un-modelled and
unquantifiable risks have been taken into
consideration in determining economic
and, where appropriate, regulatory capital;
toreceive independent internal and/or
external reports on the methodologies
and assumptions, and satisfy itself that
the models are fit for purpose; to review
the adequacy of the Group's processes
and the effectiveness of controls over

the determination of its economic

and regulatory capital; and make
recommendations to the Board.

9.2.2

9.2.3

9.24  Work with the Governance Committee to
ensure the impact of material conduct,
financial crime and reputational risks and
events on the Group's capital and liquidity

position are properly considered

9.2.5 Review the appropriateness of the Group's
investment risk strategy including asset
liability matching; review and approve the
Group's credit limit framework; and review
and approve individual counterparty
exposures above the Group shareholder

exposure limit;

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 227



9.2.6

9.27

9.28

9.29

9.2.10

Review and robustly assess the design,
completeness and effectiveness of the
risk management framework relative

to the Group's activities including those
that would threaten its business model,
future performance, solvency or liquidity;
to review the adequacy and quality of
the risk management function; and to
review the effectiveness of risk reporting
(including timeliness and risk events);

Review and approve the risk policies and
any material changes made to these; to
review and recommend to the Board any
relevant Group business standards which
require Board ownership or which support
the Board in meeting its responsibilities;
and monitor compliance with these and
Management’s actions to remedy any
breaches;

Review the scenarios (covering both
economic and other future risk outlooks
over the business planning horizon)

and stress tests which the Group uses to
assess the adequacy of its economic and
regulatory capital and liquidity; and review
and challenge the outcome of these

tests and the proposed actions which
might need to be taken in the light of the
outcomes;

Satisfy itself that risks to the business

plan and the capital implications are
adequately identified and assessed as part
of the business planning process through
stress-testing and scenario analysis, and
that appropriate mitigants, management
actions and contingency plans are in place
in relation to risks to the business plan,

or arising as a result of the business plan
and monitor the Company’'s medium-
term capital management plan and
recommend it to the Board for approval;

Satisfy itself that risk-based information
(including own risk and solvency
requirements, returns on economic
capital, capital and liquidity reports, stress
testing and contingency planning) is
used effectively by Management and the
Board, for instance for capital allocation
and product pricing.

9.2.11

9.2.12

9.2.13

9.2.14

Ensure that a due diligence appraisal of
strategic or significant transactions due to
be proposed to the Board is undertaken
before the Board takes a decision whether
to proceed, focussing in particular on the
implications on the capital and liquidity
risk appetite and tolerance of the Group
and ensuring that the implications of

the transactions on the capital, liquidity,
regulatory (prudential) and franchise
value risk appetite in respect of current
and future capital requirements are taken
into account;

Work with the Remuneration Committee
to ensure that risk managementis
properly considered in setting the overall
remuneration policy for the Group and the
remuneration of the executive Directors
and other senior executives;

Recommend the appointment or dismissal
of the Chief Risk Officer to the Board and
to participate jointly with the Group Chief
Executive Officer in the determination

of the objectives of the Chief Risk Officer
and the evaluation of his/her levels of
achievement, and to help determine and
approve his/her remuneration;

Review and recommend to the Board for
approval any material regulatory filings
including the methodology for the Own
Risk Solvency Assessment.

9.3 Regulate (prudential)

931

9.3.2

933

Review relationships with the prudential
regulatory authorities in the UK and,
where appropriate, other jurisdictions
where the Group has a significant
presence; and review developments and
prospective changes in the prudential
regulatory environment, and the Group's
plans to help influence future prudential
regulatory policies;

Review significant breaches, or potential
breaches, of prudential regulation and the
steps taken to ensure that the underlying
root causes of any regulatory control
failures are being addressed;

Review the adequacy and quality of the
Group's Compliance and Risk functions.
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94  Control environment

941

94.2

943

944

Assist the Audit Committee in its review
of the adequacy and effectiveness of

the Group's system of internal controls,
including financial reporting and financial
controls;

Approve the standard template terms

of reference for the risk Committees of
the Group's principal subsidiaries, and
any material deviations from it, receive
and review a summary of material issues
transacted at those Committees and
receive and review reports on any other
material matters referred by the Chairs of
those Committees;

Note the appointment of members

of Business Unit Risk Committees
following endorsement by the Group
Chief Executive Officer and Committee
Chairman; and

Consider other topics, as referred to it from
time to time by the Board.

10. Reporting Procedures

10.1

10.2

10.3

10.4

10.5

10.6

10.7

The Chairman of the Committee shall report to
the Board at regular intervals on the matters

it has reviewed, make recommendations
when requested or when the Chairman of

the Committee considers appropriate. The
Group Company Secretary shall circulate the
minutes of the meetings of the Committee to
allmembers of the Board;

In addition to their day-to-day management
reporting line, the Group Chief Risk Officer
has a direct reporting line to the Chairman
of the Committee on matters within the
Committee’s scope;

The Chief Risk Officer shall submit a report to
the Committee on a regular basis concerning
capital and liquidity, risk and other relevant
issues within his/her remit;

The Chief Capital Officer shall submit a
report to the Committee on aregular basis
concerning capital and liquidity and other
relevantissues within his/her remit;

The Committee members shall undertake
areview of the Committee’s performance
and these terms of reference annually and,
if necessary, make recommendations to the
Board for approval;

The Committee shall produce an annual report
of the Committee’s duties and activities during
the year, which will form part of the Company’s
Annual Report and Accounts;

The Chairman of the Committee shall attend
the Annual General Meeting and shall answer
questions, through the Chairman of the
Board, on the Committee’s activities and
responsibilities.
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APPENDIX 24

County FA Youth Council Guidance

The following pages contain a FA-produced PowerPoint presentation covering the above topic.
Itis editable to create a bespoke version for your County FA.
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APPENDIX 25

County FA Youth Council Constitution
and Terms of Reference — Template

Notes when using this template:

o Areasin are to be edited by each County FA to meet the purpose, structure and function of The County
FA Youth Council

« Assumptions have been made in order to create this template as a guide for consideration.

o Theterm ‘relevant committee/body’ has been used throughout the document, referring to committees,
Inclusion Advisory Group or working groups which are a part of the County FA governance structure involving
Young People or representation of The County FA Youth Council.
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1.
11

1.2

13

14

15

16

County FA Youth Council Constitution:

Article 1: Structure of the Youth Council

The County FA Youth Council will have a
lead County FA staff member

who will remain consistent
throughout the Council until a time when they
choose to retire from this position and should
appoint a succeeding County FA official to
relieve them.

The Council should be formed with a
maximum of — but not limited to — 15 members
representing the county demographic and age
(16-25yrs) spread of youth football within the
county approved by an open and transparent
application process led by the County FA Youth
Council lead.

The Council should have two staff
representatives from The County FA. The
Lead County FA Officer and one other County
Official recommended to be the County FA
Designated Safeguarding Officer.

The County FA Youth Council will meet face-to-
face a maximum of

. Meetings will be coordinated
by the County FA Youth Council Lead in
consultation with the Youth Council. Additional
meetings/discussions will take place via e-mail
or other networking forums. (Additional
meetings can be added if/when necessary).

All meeting notes and actions will be circulated
within [ ] days of each meeting to all members
of the County FA Youth Council, County FA
Staff and County FA Board and

. These should
be written in conjunction with The County FA's
lead staff member

County FA full time staff members are eligible
torepresent The County FA Youth Council if
they meet the further criteria, however this is
discouraged.

2.

2.1

2.2
2.3

24

2.5

31

3.2

Article 2: Conduct of the County FA
Youth Council

The conduct of the Council is based on

and designed to uphold and share a set of
core values which are aligned to The County
FA Values.

The Council will operate as a democracy.

The quorum of aminimum of [ ] members,
inclusive of a County FA staff member shall be
required for all meetings.

Uninvolved members or members who are
acting in a manner detrimental to the core
values of the game should be given the
opportunity to explain their short comings.
Action may be taken by the County FA Youth
Council lead if approved by the Council to
rectify this. Concerns of such a nature should
be directed to the County FA Youth Council
staff lead and to be resolved by the County FA
Youth Council as a group.

A Code of Conduct which all Youth Council
members must sign, provides clarity on the
minimum expected standards for all members.

Article 3: Positions within the County
FA Youth Council

The leadership positions within the Council
willinclude

, With remaining members being aligned
to support the senior positions as

The Chairpersonis to be elected through

an open application process which is to be
determined by the County FA. The election
process should include members of the Youth
Council, where this isn't possible the decision is
to be made by County FA Lead staff members.

The Chairperson is responsible for directing
meetings of the Council towards a productive
end. They hold no further influence than any
other Council member other than in directing
the agenda of a meeting and representing the
Youth Council where appropriate within the
County FA governance structure.
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33

34

35

36

37

38

The Senior Officers are responsible for taking 43
the notes of the meeting and drawing up

an action list. They should liaise with the

Chairperson before circulation of these to the 44
Council members. This should be within [ ]

days of any meeting. 45

These positions will be filled by a candidate
standing for the position or a candidate being
proposed. The Chairperson and the County FA
Lead staff member will jointly elect members
annually. This handover should take place at
the last meeting of each season.

[In the event of two or more candidates, 4.6
the candidates may propose their case for
selection then must leave the room while

this is being discussed. A secret ballot may

be used when the candidates are present.
Candidates may vote for themselves.] 5.

At any meeting a Chairperson and a Senior
Officer must be present or a stand in assigned 51
in their absence.

The position of Chairperson has a

recommended duration of two seasons;

advance notice of one meeting should be

given if the position is to be retired from. With

Council approval the candidate may remainin

their position for an additional season, if this

additional season were to take the Chairperson

above the upper age limit then a new Chair

is to be sought, with the former taking an 5.2
advisoryrole.

If the Chairperson or any of the council

members holding Senior positions are not

fulfilling their roles this must be bought to the 5.3
attention of the County FA Youth Council Lead.

4. Article 4: Membership Length

4.1

4.2

54
Membership length of the County FA Youth

Council is recommended to last a minimum of
[ ] season. Membership may be extended to
[ ] seasons with council approval.

Membership maybe extended to a period of

[ ] years if special circumstances exist and
providing the member is still involved in Youth
Football (16-25), still falls within this age
bracket and is not preventing a new member
with the appropriate skillset from joining. All
applications must be made to The County FAs
Youth Council Lead for review.

Resignation from the council at any point will
require [ ] notice so that their position maybe
filled with a suitable candidate.

Resigning members are not required to detail
the reasons for their resignation.

New County FA Youth Council members should
ideally be similar in demographic and age
criteria of the member they replace to ensure
arepresentative spread of the now missing
member. New members will be selected
through openrecruitment and interviewed by
the County FA Youth Council lead.

Integration of new members of the County FA
Youth Council should be staggered to allow
continuity of function of the Youth Council

Article 5: County FA Youth Council and
County FA Projects

Involvement of any project by the County

FA Youth Council will require proposal of the
project and two thirds council vote to be
carried with final approval by The County FA
Youth Council Lead. This decision will be made
on parameters including cost, benefitand a
projection of how this will be achieved. (Thisis
not an exhaustive list of criteria and details of
any project should be provided by the member
proposing that project).

[The elected Senior Officer/s] will oversee
the project that they have been appointed

to and is responsible for that project in
collaboration with the Chairperson.

[The Senior Officer/s] must delegate
organisation and tasks to his/her team
members based upon their expertise and
available time commitment.

The Youth Council will be responsible for
running [insert desired area of work, if
known] and other designated projects for
young people as determined by the annual
action plan.

(For guidance on compiling an action plan,
see page 249 onwards).
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6. Article 6: Terms of Reference:

6.1  Theterms of reference as follows in this
document will be reviewed annually to ensure
the objectives of the County FA Youth Council
remain appropriate.

6.2 Theterms of reference are designed to be
loose in their guidance and to be used with a
yearly action plan.

6.3  Thisaction planis a fluid document. This
document can be updated at any time, one
year's forward planning allows complex tasks
to be considered thoroughly and time for
adjustments. Aims should be outlined with
proposed actions and evidence of completion
recorded.
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County FA Youth Council Terms of Reference:

(This document should be used in conjunction with the
County FA Youth Council Constitution.)

The purpose of these Terms of Reference is to provide
a framework for The County FA Youth Council to be

the mechanism to feed the views of young people

into the decision-making process of the County Board,
[relevant committee/body] and County FA staff. This
will provide The County Football Association with a
dedicated and organised forum on Youth Development
and Education to support the development of
programmes by elected staff.

1. Authority:

The County FA Youth Council is authorised by the
County FA Board via the appropriate [governance
committee/body] to actin accordance with the Terms
of Reference set out below. These Terms of Reference
may be reviewed annually by the County FA Board,
relevant delegated authority, The County FA Youth
Council Lead staff and other selected County FA staff
where applicable, and where appropriate, revised to
accord with the changing requirements of the game
within the county.

2. Membership:

The County FA Youth Council will consist of a maximum
of [ ] young people, not including The County FA Lead
staff member and other relevant County FA staff. The
members shall be appointed through open recruitment,
so that they represent all facets of football (including
playing, coaching, refereeing, events, administration,
leadership etc.) and the option to co-opt members with
other expertise shall also be available subject to budget.
The group may co-opt a person(s) onto The County FA
Youth Council for meetings where they bring specific
expertise to the group.

Membership positions
» [Chairperson]
« [Senior Project Officer x 2]
« [Project Officers x[ 1]

The quorum of a minimum of [ ] members, inclusive
of a County FA staff member shall be required for
all meetings.

An average turnover of [ ] membership will be utilised to
ensure structure of the County FA Youth Council remains.

3. Responsibilities:

The County FA Youth Council has a consultative
responsibility, ultimately reporting to the County FA
Board, the [relevant committee/body], County FA
Youth Council Lead regarding the following aspects of
Youth Development:

« [Encouraging and supporting young people
in the national game and providing them
with a voice]

» [Supporting the development of a fully
inclusive and representative game]

» [Providing feedback on any youth football
policies that may impact upon young people in
the national game]

» [Having input into the future of the youth
game and the strategic direction of youth
football in the national game]

o [Advise on the development of resources,
programmes and campaigns for young people
in the national game]

» [Linking and promoting communication between
youth participants in the national game]

» [To support the set-up of club Youth Councils/
Forums if deemed appropriate]

» [To distribute regular notes, actions and
regular information]

* [To communicate regular and appropriate
messages to young people through social
media accounts to help raise the profile of the
County FA’s work with young people]

4., Meetings:

The County FA Youth Council will meet [ ]. Meetings
will be coordinated by the County FA Youth Council
Staff Lead in consultation with the County FA Youth
Council Chair. Additional meetings/discussions will take
place via e-mail or other networking forums. (Additional
meetings if/when necessary can be called).

Allmeeting notes and actions will be circulated within
[ ] days of each meeting to all members of the County
FA Youth Council, County FA Board, relevant delegated
committee/body and where appropriate across the
organisation.
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Youth Council Action Planning: Purpose and Templates

Action Planning & Group Purpose

In support of the County FA Youth Council Terms of
Reference, enclosed are two action planning tools
which can be used to support the planning and delivery
of County FA Youth Council activity. The FA utilises the
VMOST (Vision, Mission, Objectives, Strategy, Tactics)
format to identify a clear structure ensuring that all
work to be completed clearly supports the over-arching
vision and mission. A VMOST would be helpful for Youth
Councils to define their purpose and reason for existing,
working into activities which can then be split across
the team to take responsibility.

Vision
This should be an aspirational statement for what you

want to work of the Youth Council to achieve in the
longer term.

For example, this is The FA's vision for women'’s and
girls' football: Whether competitively or recreationally,
to be the no.1team sport of choice for every girl and
woman in England.

Everyone should feel they have a part to play in your
vision. It should be clear, but ambitious.

Mission

This should describe the everyday work that, if you do it
brilliantly, will achieve your vision:

For example, here’s a mission statement from an
overseas FA: We develop, promote and protect football
to ensure everyone can participate, compete and enjoy
our national game, leading to strong club football and
international success.

A bit wordy, but it says what they exist to do.
Objective(s)

These should be tangible and accurately describe key
areas of work which are part of your mission and will
also help achieve the vision. They should adhere to the
SMART Principle:

« Specific—a clear goal you want to achieve;

« Measurable —in a definitive or quantifiable
method;

« Achievable - the objective must be achievable
within the time-frame provided;

« Responsibility-assigned — identify the person
responsible for managing the work needed to
achieve the objective;

« Time-bound - has a target completion date.

And often an extra ‘S’ is added — for ‘Stretching’. i.e.
objectives shouldn't be easy to achieve. They should be
challenging.

Tip: Always start an objective with the word ‘To .......".

A good, simple example is: To double commercial
revenues by 2024.

It's Specific, Measurable and Time-bound. You then
need to decide if your objective(s) are Achievable and
then assign Responsibility in each case.

Strategy

There should be a separate strategy for each objective
and describe how you will achieve it.

Tip: Always start each strategy point with the word
BY s

For example, taking the objective above, you may have
the following strategies:

» Byincreasing all the values of our sponsorship
agreements by 20% upon next renewal;

« By reviewing our current commercial agreements
and creatively establishing new opportunities for
revenue-generation;

» Byappointing an external, commission-based
sales team.

Tip: Always start each strategy point with the word
BY s

Tactics

These are the very detailed ways in which you will
deliver each of your strategies. In effect, these become
main elements in your Action Plan (see below).

For example, it's clear that several activities would
need to take place to ensure each of the strategies
above are enacted.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 240



Tip: Football matches provide a great parallel when
thinking about objectives, strategy and tactics:

o Objective: To win our match v. ....cmvvensenrereennne
« Strategy: By playing a 4-4-2 formation
« Tactics:

—  Flood the midfield in the first 20 minutes;

— Encourage wing-backs to get forward as
much as possible;

—  Cutoff the supply to their main playmaker
[insert name]

This also reveals a truth about objectives, strategy and
tactics. Objectives don't change unless there's a really,
really good reason, i.e. you're 2-0 down with 15 minutes
left and you just want to try and salvage a draw.

But strategy and tactics can, and frequently do, change.
For example, you may find your 4-4-2 formation is not
working, so you need to switch to another one to combat
the opposition. Similarly, such strategic changes will
inevitably lead to tactical changes.

Exploring a VMOST will allow for clarity in thinking, and
the ability to develop a wider purpose for the Youth
Council, highlighting clear strategies and activities which
will be delivered. Although this would be a VMOST for
the Youth Council, the creation would allow for the
opportunity to co-create with the County FA to ensure
allwork undertaken is aligned to County FA priorities.

Once strategies and tactics have been agreed, the
County FA Youth Council — Action Plan Template

(see next page) can be compiled to identify key actions
and timelines for delivery.

The County FA Youth Council — Action Plan template
can be transferred onto SmartSheet or Google Sheets

for cross-collaboration and easy access for Youth
Council members and staff when required.

As youU'll see, the Youth Council — Action Plan Template
on the next page is split into sections to identify:

Objective:

What are the key objectives of the Youth Council,
as identified within the VMOST.

Youth Council Lead:

Who is responsible and the main point of contact
for this project/area of work?

Tactics:

What are the actions that need to be completed
to achieve the strategies in the VMOST?

Date of Completion:

When are these actions, and overall objectives
intended to be completed?

Current Progress/Position:

What has been achieved/completed so far? What is the
current position of the project/area of work including
any updates?
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[Insert County FA] Youth Council YMOST

Mission

Objectives

Bylinsert strategy] | Bylinsert strategy] | Bylinsert strategy] | Bylinsert strategy] | Bylinsert strategyl]

Strategies to achieve

[the above objective]

Tactics [to be carried [to be carried [to be carried [to be carried [to be carried

(actions needed to forward into Action | forward into Action | forward into Action | forward into Action | forward into Action

g — Plan Template Plan Template Plan Template Plan Template Plan Template
below] below] below] below] below]

strategies)

[Insert County FA] Youth Council — Action Plan Template

Objective: [insert wording, i.e. To......... ]

Youth Council Lead: [insert name]

Tactics Current progress/
Strategy (i.e actions needed to Date of completion p . g
. position
deliver the strategy)
[insert strategy from [insert Tactics from
above chart] above chart]
[insert strategy from [insert Tactics from
above chart] above chart]
[insert strategy from [insert Tactics from
above chart] above chart]
[insert strategy from [insert Tactics from
above chart] above chart]
[insert strategy from [insert Tactics from
above chart] above chart]
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The

APPENDIX 26

Youth Council Code of Conduct

1. Scope

This Code of Conduct applies to all Members of The
Youth Council.

The Code applies whenever a Member is:

(i)  Conducting the business of The County
Football Association (“the County FA”);

(i)  Conducting the business of the office to which
they have been elected or appointed; and

(iii)  Whenthey are acting as a representative or
ambassador of the County FA.

2. Accountability

You are accountable to the County FA and must
exercise your powers as a Youth Council Member in
good faith and for the benefit of the County FA, its
members, employees and the wider football family.
You have important responsibilities as a Youth Council
Member and as such you will be held accountable for
your actions and your part in reaching decisions.

3. Safeguarding

All County FA Youth Council members over the age of
16 must have an in-date FA DBS Check, as well as an
in-date FA Safeguarding Qualification. Any members
under the age of 16 will be required to complete the
online Introduction to Safeguarding module. As with
the induction of any staff, the Youth Council will be
expected to attend the FA Safeguarding Induction/
Cascade Training at the start of the season. Failure to
attend this training will lead to suspension of role until
such a time when the induction has been completed.

The FA Safeguarding Code of Conduct is to be signed
by allmembers and adhered to at all times.

Further information on dealing with safeguarding
concerns can be found at TheFA.com/football-rules-

governance/safeguarding/section-2-reporting-
concerns. You should also familiarise yourself with
Guidance note 4 on page 256, which gives a template
fora County FA Equality Policy.

4. Confidentiality

You must ensure that you handle confidential
information in accordance with the law and with

regard to the best interests and reputation of the
County FA. You must not use confidential information
for private purposes to harm the County FA or to
maliciously damage the reputation of others or disclose
confidential information to the media or any other third
party. This obligation continues after you cease tobe a
Youth Council Member.

Confidential information is any information which
comes into your possession as a result of your County
FA role which you know or ought reasonably to know

is confidential. This does not preclude members of
Council from properly consulting with the bodies which
appoint them about policy matters which come before
Council or any Committee of Council.

5. Press and Media

You are not entitled to discuss any County FA business
with the press or wider media on behalf of the County
FA, unless itis explicitly part of your remit as a Youth
Council Member.

You agree to abide by the Communications Protocol set
out in Guidance notes 1 and the end of this Appendix.

If you receive any enquiries from the press or wider
media about the County FA which asks for the views

of the County FA you agree not to comment and to
pass on the relevant information as soon as reasonably
practicable to the County FA members of staff
supporting The Youth Council. If you are representing
the views of another body as opposed to the County FA
on a matter affecting the County FA, this must be made
clear to the media.
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6. Social Media

The County FA must ensure that confidentiality and
its reputation are protected. It therefore requires
employees using social networking and/or blogging
websites to:

o Ensure that they do not conduct themselvesina
way that is detrimental to the County FA including;
sharing confidential or sensitive information;
using abusive or vulgar language; re-posting or
re-tweeting inappropriate content and use of
derogatory language to County FA associates
including players or match officials.

« Take due consideration not to allow their
interaction on these websites to damage working
relationships between members of staff and
clients/stakeholders of the County FA.

For full guidance on social media see Guidance note 2
at the end of this Appendix.

7. Conflicts of interest

Whilst you may properly be influenced by the views of
others, including the body that has the right to appoint
you as a Youth Council Member, it is your responsibility
to objectively decide what view to take, and how to
vote, on any question which the Council or committee
has to decide. When taking such decisions, you agree
to act in the best interests of the County FA and young
people, you must fully declare all conflicts of interest
in advance.

You may take part in the consideration of matters that
come before Youth Council unless there is a conflict

of interest between any personal or private interest
(including those of connected persons) and the County
FA's interest in the matter, in which case you should
declare it and preclude yourself from participation. As
well as avoiding actual impropriety, you should avoid
any appearance of it.

Conflicts may arise not just around or in relevant
meetings that you attend. A conflict of interest may
exist through your external interests, appointments,
employment or investments or those of members of
your family or associated companies. You must ensure
that you notify any actual or perceived conflicts of
interest to the County FA member of staff supporting.
If you are unsure of whether or not a conflict exists, you
should raise this.

8. Diligence

You must be diligent in exercising your powers and
carrying out your duties as a Youth Council Member,
especially (but not limited to) preparing for and
attending meetings.

. We recognise that there
may occasionally be unforeseen circumstances
(such as illness) that may result in missing a meeting.
Members should contact the Chairperson and/or
supporting member of staff in such instances. Itis also
expected that members remain on-site for all meetings
unless prior agreed.

For full guidance on attendance see Guidance note 5
at the end of this Appendix.

When representing The FA County FA Youth Council,
you must ensure that you behave in a way that does
not compromise the reputation of the group.

9. Expenses

All expenses must be approved by a supporting County
FA member of staff BEFORE they are incurred. You
must ensure that your expense claims are reasonable,
accurate and honest and supported by appropriate
documentation and that you do not use the County
FA's resources for your own, your family or friends’ gain.

10. Gifts and Hospitality

You should not accept gifts or hospitality that might
reasonably be thought to influence, or be intended
toinfluence, your judgement; or where to do so could
bring discredit upon the County FA. You agree to abide
by any Gifts and Hospitality Policy which may be
adopted from time to time.

11. Leadership

You should promote and support the Principles set out
in this Code by leadership and example, always acting

in such away as to preserve confidence in the County

FA. You must not knowingly misrepresent the views or
policies of the County FA.

12. Treatment of Others

You must treat others with respect and dignity
(including but not limited to County FA staff) and must
not bully, harass, victimise or discriminate against any
person(s) or do anything which would cause you or the
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County FA to breach any of the equality enactments.
Members should always act in accordance with the
County FA equality procedures set out in Guidance
note 4 at the end of this Appendix.

13. Stewardship

No Code of Conduct can be all-embracing and it is
necessary to honour the spirit of the Code as well

as its letter. Where questions arise which are not
covered explicitly by this Code, your behaviour should
be honest, ethical, impartial and considerate, and
dedicated to the development and good management
of football in England.

14. Betting

You are deemed to be a Participant under The FA
Betting Related Integrity Rules and will comply in all
respects with those Rules and any replacement of or

amendment to them from time to time (see Guidance

note 3 at the end of this Appendix).

| agree to abide by this Code of Conduct:

Breach

If you are accused of a breach this Code, the supporting
County FA member of staff will lead a disciplinary
process in accordance with standard County FA and FA
procedures. Furthermore, all members of the County FA
Youth Council are representatives of the County FA and
stewards of the game. Action will be taken should any
playing, or misconduct charges subsequently become
proven. You will then abide by the result (subject to

any right of appeal included in that process). You agree
to voluntarily vacate your office as a Youth Council
Member if so required.

Signature:

Name:

Date:

FOR INTERNAL USE ONLY:

Effective date:

Last reviewed:

Reviewed by:

Next review:
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Guidance note 1 - County FA Youth Council
Communications Protocol

When making external public announcements the
following Protocol must be followed:

« The pressrelease or announcement should be
approved by a supporting County FA member,
preferably the CEO/or the Chairperson. When
possible the expertise and support of the
Marketing & Communications Officer/Lead
should be used.

« The County FAisresponsible for putting out the
approved release via County FA official channels
(e.g. County FA Websites and on Social Media
platforms).

o The press release should be circulated as soon as
reasonably practicable to the whole Youth Council
and County FA Board members.

+ No sub-committee of the Youth Council (whether
individually or collectively) is to release a media
statement without the matter being passed
through this protocol.

Guidance note 2 - Social Media Policy

The County FA acknowledges that blogs and social
networking sites provide individuals with a way of
sharing their views, expressing their opinions and
communicating in a global environment. When you
choose to publish your opinions through a blog, social
networking site or other openly accessible medium,
you are legally responsible for those opinions. You
should therefore be aware that you can be held
personally responsible for any commentary that

you post which may be deemed to be defamatory,
obscene, discriminatory, libellous or proprietary
(whether relating to the County FA, other individuals
or any other organisation —including the County FA's
customers and sponsors). In essence, what you publish
or post on the Internet is at your own risk and other
parties can pursue legal action against you personally
for postings.

For these reasons, you should always take a cautious
approach with regard to any material, remarks or
characterisations that you post, ensuring that they
are not defamatory, abusive, discriminatory, obscene,
libellous or overtly derogatory or negative. You

should also ensure that you have the right to use any
copyright materials or any other intellectual property
rights that you post.

Notwithstanding that you will be personally responsible
for what you write or post, where the contents of what
you post relates to your work (or work undertaken

by others in the organisation), the County FA may
also be vicariously liable for what you publish. You
should therefore be aware that if you participate in
certain activities (including outside of work) which the
County FA considers inappropriate, given your role or
position, you may be subject to disciplinary action, in
accordance with the Disciplinary Policy. This includes
posting inappropriate content on the Internet.

You may not post on the internet any photography or
images of Wembley Stadium or St George’s Park from
areas not accessible by the general public and/or that
would compromise security. You also must not post
photographs or images which either as a result of your
uniform, or location, identify you as a representative
of the County FA. You should also ensure that you
have the express consent to use any photographs of
any employees and ex-employees of the County FA.
This shall include current or ex Board and County FA
Council members.

You may use photographs that are already in the
public domain, to the extent that they or the use to
which they are put does not bring the County FA into
disrepute, and providing that such use is not in breach
of any other part of this policy (including the above
paragraph). For the safety of all those employed by the
County FA, care must be taken in relation to the posting
of personal data. Work based contact details must

not be posted on sites used for non-work purposes.
Permission must be sought from either the Legal, HR
team or your Manager to post your own or colleagues
work based contact details on the Internet.

Guidance note 3 - Betting & Gambling

Betting and gambling on the County FA premises is not
allowed, including via the telephone or the Internet,
except for occasional Sweepstake with the permission
of your County FA staff member.

Additionally, you should not bet or gamble on any
football related activity or issues where there may be,
or may be reason to suspect, knowledge of confidential
information due to your position at the County FA a
potential conflict of interest.

We are sure you recognise that in some circumstances
betting may result in unfavourable personal publicity,
as well unfavourable publicity for the County FA

and The FA. The passing of, or use of, confidential
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information due to your position at the County FA is
prohibited. Any betting on football-related activities
orissues could lead to suspicion of the use of such
information. Such activity therefore must be avoided.

Unless itis yourrole to do so, it is a breach of contract
to provide statistical or forecasting data to third parties
forany purpose, particularly for any purpose involving
gambling or betting. A breach of these requirements
could result in disciplinary action up to and including
summary dismissal.

Guidance note 4 - Equality Policy

As the governing body of English Football in ,
the County FA is responsible for setting standards and
values to apply throughout the game at every level.
Football belongs to, and should be enjoyed by, anyone
who wants to participate in it.

The County FA's commitment is to confront and
eliminate discrimination whether by reason of gender,
age, sexual orientation, gender re-assignment, marital
status, race, nationality, ethnic origin, colour, religion
or belief, ability or disability. The County FA is also
committed to promoting equality by treating people
fairly and with respect, by recognising that inequalities
may exist, by taking steps to address them and by
providing access and opportunities for all members of
the community.

The aim of this policy is to ensure that everyone is
treated fairly and with respect and that the County FA
is equally accessible to them all.

The County FA will not tolerate harassment, bullying,
abuse or victimisation of an individual, which for

the purposes of this policy and the actions and

sanction applicable is regarded as discrimination. This
includes sexual or racially based harassment or other
discriminatory behaviour, whether physical or verbal. The
County FA will work to ensure that such behaviour is met
with appropriate action in whatever context it occurs.

The County FA is committed to taking positive action
where inequalities exist, and to the development
of a programme of ongoing training and awareness
raising events and activities in order to promote the
eradication of discrimination and promote equality
within football.

The County FA is committed to a policy of equal
treatment of all employees and requires all employees
to abide and adhere to these policies and the
requirements of The Equality Act 2010 as well as any
amendments to this act and any new legislation.

The County FA commits itself to the immediate
investigation of any claims, when it is brought to their
attention, of unacceptable behaviour or discrimination
on the above grounds and where such is found to be
the case, a requirement that the practice stop, and
sanctions imposed as appropriate.

Guidance note 5 — Attendance Policy
Policy Statement

The County Football Association has high expectations
for all of its Youth Council members, and member
attendance is closely linked to successful outcomes.

Attendance at all meetings, events and activities as
organised by the County FA is considered critical

in helping members achieve their full potential
individually and collectively and for serving the local
game effectively.

The County FA has a responsibility to know which
members are attending and a duty of care for young
adults when representing the County FA Youth Council.

The County FA also recognises the importance and
positive impact that excellent attendance can have on
amembers’ potential to develop, achieve and succeed.

Itis therefore the responsibility of every member
to attend all pre-organised dates as set out and
communication at application stage and through
any subsequent agreed amendments. Applying for
the programme is considered a commitment by
each member that they will participate fully in the
scheduled programme.

Members should be punctual for all meetings and
events and ready to contribute, demonstrating
evidence of advance planning and self-management.
The importance and expectations around attendance
and punctuality will be communicated at induction
stage (first meeting) and closely monitored.
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Known (authorised) absence

The County FA recognises that in certain
circumstances, some absences are unavoidable, and
we endeavour to be caring and supportive towards
individual cases.

Known absences may include;

e lllness

« Medical appointments which cannot be arranged
outside of the scheduled programme

« Ajobinterview
« Attendance at the funeral of a close relative
o Careresponsibilities

The above is not an exhaustive list of known absences;
the County FA reserves the right to decide what is
andis not acceptable. In doing so, the County FA

will consider what a reasonable employer would be
prepared to accept.

Members may be asked on occasions to provide
evidence for known absences.

Procedures for requesting absence

If members are unable to attend for any reason or need
to miss any part of an arranged event, they must:

1.  Contact the Chairperson in advance to request
absence and where possible offer possible
solutions.

2. Make anysuchrequests at least two weeks in
advance, wherever possible, to enable sufficient
time for County FA staff to change plans,
amend bookings and avoid unnecessary costs.

3. Propose the efforts to be made to catch up with
missed involvement, at the time of request, and
agree this with the Chairperson.

Allmembers must recognise that, in signing this
Code of Conduct, lateness and absenteeism will be
challenged in a fair and appropriate manner.

Failure to attend without prior agreement will
automatically result in the absence being considered
as unauthorised and the Disciplinary Procedure may
be used.

Programme Target

The minimum expectation for attendance will be
attendance from all pre-scheduled activities
and events.

At quarterly intervals, attendance will form one of
the Key Performance Indicators (KPIs) used as part
of the quality monitoring and improvement process
by managers.

Attendance which falls below the programme target
will be discussed with individuals.

Monitoring, Review and Evaluation

The County FA will review the Attendance Policy
every two years or sooner to take account of any new
guidance, member feedback or best practice documents.
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APPENDIX 27

Understanding and Engaging with Under-18s

The following pages contain a FA-produced presentation covering the above topic. It is available as a standalone
PowerPoint presentation. If you want to use it, or elements of it, to create something bespoke to your County FA,
an editable PowerPoint presentation is available to download from: http://bit.ly/VoaC18.
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APPENDIX 28

Sporting Equals Guidance Document:
How to Increase Ethnic Diversity
in Sports Leadership

This Appendix is reproduced by kind permission of Sporting Equals. As you'll see, it contains links to further online
resources. These links are contained in the original document. Visit sportingequals.org.uk for further information.
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http://www.sportingequals.org.uk

Promoting ethnic diversity in sport & physical activity

How to
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Achieving diversity is a perpetual challenge for the sport sector especially with current sports sector
diversity audit results demonstrating an absence of ethnic diversity across both senior management
and board positions. [The Black Asian and Minority Ethnic (BAME) population in the UK is 14 per
cent however, latest audit figures suggest that less than 4 per cent of board positions are taken up
by BAME members. With only one CEO and one Chair from a BAME background which is relatively
disappointing in light of the increasing trends in BAME participation.].?> To help increase numbers
and develop a more thoughtful approach in organisations, it is important to have good systems in
place for trustee/board recruitment, selection, induction and training to help engage a wider pool of
talent with new skills to enhance the world of sports organisations.

Diversity encompasses a range of factors including race, age, gender, education and socio-
economic background which all shape behaviour and identity allowing individuals to share their
expertise and skills with organisations. However this resource specifically focuses on ethnic
diversity in light of the growing diversity of the population within the UK and its under representation
in sport administration.

® An ethnically diverse workforce will help make the sports sector more receptive to the needs
of the communities they work with and encourage more people to engage with sport.

® Diversity should be linked closely with the overall business strategy of the organisation
rather than just an add-on and should permeate through all aspects of the business.

® |ncreased BAME involvement in sport is likely to be influenced by visible involvement
of BAME individuals at the highest levels.

® BAME involvement is likely to open up new network opportunities and markets for sport.

This resource has been developed to help support the sports sector to attract BAME candidates
who are traditionally underrepresented and provide advice and guidance to help embed a culture
of change within the sector.

The launch of this resource is timely in light of the recently launched code for sports governance
which identifies that diversity in sports sector boardrooms is still an issue and requires sustainable
change and sets out some key principles in relation to a commitment towards achieving greater
diversity which is highlighted in section 8 of the toolkit resource.

‘To harness the potential of an increasingly diverse market, the
Boardroom must not only understand diversity, but reflect it. That
means increasing boardroom diversity in the same ways we strive

to do so across all business ranks, including development, awareness

° ° °
and lncluSIon programs ° Umran Beba, CEO, PepsiCo

1. Data collected by Women In Sport in 2016 through on-line survey. 26 BAME board members out of 601 positions exclude BAME Chair and CEO. Audit completed
by National Governing Bodies and other organisations funded by Sport England and UK Sport.
2. Sporting Equals Active People 9 Headlines, December 2015.
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Tackling ethnic diversity at the board level will help bring in new perspectives, voices, insight,
knowledge and networks enabling the board to work together to find more diverse solutions and
innovative ideas. For many sports boards and bodies the most compelling reason for diversifying is
that a strategically diverse governing body has the power to serve beneficiaries more effectively.

It is often our natural tendency to recruit in our own image, to make assumptions about others’
career aspirations, to put a team together based on who we know rather than looking more widely
for talent. Those who are members of BAME groups are often quite different to the make-up of
existing senior executives in sport and even though they have the capability they may have been
missed or be unable to make progress. These are often the result of unconscious biases and actions,
but they significantly contribute to preventing people from different backgrounds gaining entry to the
sports sector.

National Governing Body (NGB) boards face special challenges when they recruit from certain
groups. A lot of individuals from BAME backgrounds may hold preconceptions that they may not fit
in. They do not have enough knowledge about the sports sector and the male dominated nature

of sport can make sport an unwelcoming environment. Recruitment strategies, therefore, need to
focus on the skills of the individual rather than on different ethnic backgrounds, using language which
enables someone new to feel that they would fit in. Transition routes into leadership should consider
mentoring and shadowing pathways which allow people to gain insight into sports development and
board strategies before appointments are made.

We have made some progress on gender diversity but still have a lot to do to represent ethnic and
cultural diversity. In this toolkit, we set out a series of recommendations, which we hope will provide
a starting point to work towards a more inclusive sector and the ambitions highlighted in the new
sports governance code.

The problem is exacerbated by the fact that 81% of charities
practise recruiting of trustees by word of mouth
or personal recommendation.’®

The Charity Commission

‘Leaders have the power to make decisions which affect a significant
number of people: An inclusive society is where everyone has the
opportunity to lead: leaders symbolise who belongs and who doesn’t.’*

Maytree, 2007

3.Trustee Recruitment (Charity Commission
4. Maytree, 2007
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Diversity’s dividend

What’s the likelihood that companies in the top quartile for diversity financially
outperform those in the bottom quartile?

more likely more likely
to outperform to outperform

Gender-diverse

companies Ethnically-diverse

companies

Results show likelihood of financial performance above the national industry median. Analysis is based on
composite data for all countries in the data set. Results vary by individual country.

Source: McKinsey analysis 2015

‘Diversifying boards makes good business sense. Research shows
they make for better decision making and are more profitable.
Diversifying the top positions in sport will therefore be a win win,
meaning a more diverse range of people will participate and sport will
make a substantially greater financial contribution to our country.’

Densign White, Chairman of Sporting Equals, CEO of IMMAF
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Some NGB boards already accept the need for becoming more ethnically diverse and inclusive,
based on their individual visions and values, whilst others require a more concerted effort to convince
them of the necessity for change. To drive commitments and action, it is necessary to develop a plan
that includes strategies, concrete goals, objectives, tasks, and a timeline. Boards are more likely to
focus on an issue if an official goal or policy exists to help drive through change.

Overcoming barriers to achieving greater diversity on boards and developing inclusive capabilities
will require many organisations to introduce change. This may affect how they recruit, develop and
promote staff, as well as how they bid for (and undertake) client work. The changes needed will not
only affect processes and procedures, but they will also have an impact on behaviour at work.

All of this needs to be owned and championed from the very top, by partners and leaders. You should;

Ensure that all internal staff involved in the recruitment process, from senior management
to line managers, have received training on diversity issues (especially around unconscious
bias) and understand and support the commitment to diversity — so that your message/
brand is communicated consistently to the market.

Ensure that you clearly communicate your commitment to diversity (including the business
case for diversity) and interest in a rich, diverse pool of candidates to all internal key

stakeholders as well as your recruitment partners.

Ensure that diversity is an integral and important part of the briefing process to recruiting
partners, and that departments are proactive in managing this process and relationship.

Enter into an open, honest dialogue and partnership with your recruitment partner/agency
to improve the calibre and diversity of the candidates provided.

Monitor the diversity of candidates and actual recruitment on a regular basis.®

Work closely with agencies with expertise on diversity for advice and support
(e.g. Sporting Equals).

5. http://www.bitc.org.uk/sites/default/files/how_to_conduct_diverse_recruitment1.pdf
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There is no “right” answer on diversity that is appropriate for every organisation. Discussion is itself
an important process through which an NGB board can consider in what ways diversity may be
important in achieving its mission and in engaging with diverse communities. Here are some practical
ideas to help organisations get a more diverse mix of senior leadership:

Diversify Recruitment Strategies - 1o achieve a different result, recruitment should
cast a wide net and look at non-traditional forms of recruitment through ethnic media, online/social
media, (app alerts, Facebook) and BAME voluntary/third sector.

Make use of specialist job boards targeted at local BAME communities and explore advertising on
social media focusing on the type of person you’d like to attract. Contact Sporting Equals to help send
out e-alerts, connect the sector with ethnic media alongside using the SE-Leaderboard interface and
Sporting Equals website to advertise vacancies. This needs to be a long term commitment rather than a
‘one off’ advert.

Marketing - Actively flag that you are looking for people with diverse life experiences of any
age, experience or ethnic background to encourage people who may otherwise not be attracted to
the sports sector. Use diverse imagery. Explain what is in it for them, what experience/skills they will
gain to help generate interest. Focus on the skills needed for the role rather than the sector. Promote
benefits and opportunities through ethnic media.

Training & experience - Advertise for interest and offer training to enable potential
candidates to gain skills through shadowing or mentoring which may help encourage them to apply.
To better integrate new members, incorporate informal social time and training on diversity and
inclusiveness into board meetings and promote the need for diversity champions.

Process - Recruitment processes need to be reviewed more often. Make the application
process clear, avoid long forms and offer additional support for people who may have language or
other difficulties (someone may not be good on paper but could bring a wealth of knowledge through
their experiences).

Try and make provision of adjustments for health, religion and cultural needs and ensure people are
made aware of this. Make it easy for individuals to find out more information through a single point of
contact who can answer any questions and offer support to encourage individuals to apply. Sports
Organisations should mandate unconscious bias training to those with interviewing and recruitment
responsibilities.
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Unconscious bias - Applies to how we perceive other people. We're all biased and
becoming aware of our own biases will help us mitigate them in the workplace. Unconscious
perceptions govern many of the most important decisions we make and have a profound effect on
the lives of many people in many ways.

No matter how unbiased we think we are, we may have subconscious negative opinions about
people who are outside our own group. But the more exposed we are to other groups of people, the
less likely we are to feel prejudice against them. Research shows that interviews are poor predictors
of job performance because we tend to hire people we think are similar to us rather than those who
are objectively going to do a good job.

We need to realise that everyone does not see the world the way we do and they may talk, dress or
behave in a different way. We need to challenge ourselves to be less discriminatory and challenge
negative stereotypes.

Cultivate Interest - \When you have identified promising candidates, find ways to connect
with them and cultivate their interest. Discuss board member expectations and responsibilities and
how their contribution will make a difference. Tell prospective members why they are wanted and
needed, invite questions, elicit their interest and offer appropriate support. Alternatively draw up a list
of people such as active community representatives, BAME third sector - call them to a meeting over
lunch to help explain your goals, and reasons why you are seeking to diversify, being explicit about
what you are looking for people to do (rather than be) and get them to consider a role or recommend
people who may fit into the role.

Create a pool of candidates - It is recommended that the sports sector create

a pool of diverse board member candidates as often the sector is likely to approach the “usual
suspects” who travel in their same social circles resulting in a similar pool of candidates without much
variation. With support, Sporting Equals can set up a sport sector member initiative to help match
interview ready BAME professionals with potential board vacancies.

Set limits for Trustee and Directors terms - This is essential to ensure
length of service is straightforward and that Trustees and Directors don’t become entrenched or
burnt out. In addition, setting in place standard procedures for Trustee and Director recruitment and
induction can ensure that your organisation is consistently striving to increase diversity.

Policies - Have clear policies for expenses (such as travel), childcare and arrangements for
translators/ interpreters, prayer facilities, understand fasting and other needs of diverse groups. Make
sure venues for meetings are in locations which are accessible by public transport and ensure roles are
flexible so people can fit meetings in around personal arrangements.

Ensure staff are trained in this area and set objectives to
diversify recruitment targets - tnsure this is monitored regularly. Planning for
change is just as important as recruitment to ensure an inclusive workplace which promotes equality
of opportunity.
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Positive action is one way of trying to counteract disadvantage by providing under-represented or
disadvantaged groups with help to ensure they have as much of an equal chance as others. Any

use of positive action is entirely voluntary. Positive action does not mean people will be employed or
promoted simply because they share a protected characteristic. Positive action creates a level playing
field ensuring that all applicants are treated in an equal way or treated differently, depending on their
needs, to preserve equal treatment and recruitment based on merit.

In recruitment, the Equality Act 2010 allows positive action before or at the application stage. The
steps could include encouraging particular groups to apply, or helping people who share particular
protected characteristics to perform to the best of their ability (for example, by giving training or
support not available to other applicants before the actual official application or recruitment phase).

In contrast, positive discrimination is prohibited in employment. Positive discrimination is treating a
person more favourably solely because they have a relevant protected characteristic or are from a
particular equality group. Positive discrimination is unlawful in Great Britain, but there are some limited
exceptions to this rule. For example, it is not unlawful for an employer to treat a disabled person more
favourably in comparison with a non-disabled person (see section 13(3) of the Act).

Race is a particularly sensitive area and positive action initiatives related to race may be perceived
differently to positive action in other areas, for example gender. Positive action means that it is

not unlawful discrimination to take special measures aimed at alleviating disadvantage or under
representation. This does not mean that your institution should not consider introducing them, but
that you will need to consider how they are introduced and ensure:

® BAME staff and volunteers are involved in the development of any positive action initiatives.

® Your organisation considers the communication and implementation of positive action
S0 a culture of change is embedded through the organisation, as well as the initiative itself.

® Additional support around positive action is available through Sporting Equals.

Positive action by the Football League®

The English Football League (EFL) has introduced a proposal to increase the number of BAME coaches.

The new measures, which will take immediate effect, include the introduction of mandatory new recruitment
practices for coaching positions in Academy football and a Voluntary Recruitment Code in first team football,
which will be piloted by at least 10 clubs during 2016/17. EFL have agreed at least one suitably qualified
BAME candidate will be interviewed for academy jobs, if they receive an application. A further 10 clubs have
volunteered to extend the job position to first-team roles within the club.”

6. http://www.personneltoday.com/hr/how-employers-can-take-positive-action-to-increase-workforce-diversity/

7. http://www.efl.com/news/article/2016/efl-clubs-approve-bame-managers-and-coaches-proposals-3140386.aspx
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Boards need a way to ensure their diversity efforts are working. A diversity strategy should be put in
place which should include clearly defined criteria, which can be used to measure how successful a
scheme has been and a schedule for review. Diversity measures should be set as part of this strategy
and time set aside for a scheduled review to determine whether goals have been met; Has the board
successfully changed its composition? What effect has this had on board policy, programmes and the
organisation overall? The review should also capture the organisation’s experiences so far, highlight
what has been learnt and point out problems. The findings of this review should feed into service
development plans, informing the criteria for greater diversification to other volunteer and staff roles
within the sporting infrastructure.

Conduct exit interviews to further assess your progress and identify areas where you could improve.
Administer board self-assessments which include questions related to diversity strategies and
goals. Conduct a survey for staff, constituents, and stakeholders about their perceptions of the
organisation’s culture of inclusiveness.

An external review can be a good way to reflect on governance and help the board change practices.
Boards should periodically carry out a board evaluation including skills of the board members.
Meaningful change in board composition, dynamics, and culture will not occur overnight. It takes time
and commitment. Creating a climate for change through ongoing communication and engagement of
‘he board in the process will help sustain your efforts and overcome resistance along the way.

‘Being able to draw upon a diverse set of
competencies and knowledge is essential if boards
are to successfully address the complex issues that
companies face.”®

Russell Reynolds Associates, 2009

8. http://diversecitytoronto.ca/research-and-tools/business-case/benefits/

9. Why diversity matters in Boardrooms? Russell Reynolds Associates, 2009
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Harvard Business School indicates that the benefit of racial diversity alone, conducted correctly,
pays off not just in a better company, but a more productive one. In new research that focuses
specifically on racial diversity, they found measurable performance benefits when work groups chose
to learn from members’ different experiences rather than ignore or suppress them.

Comparing 450 bank branches of a single organisation, a large commercial bank in the northeast
U.S. discovered that when work groups actively acknowledge and engage with their different
members in a way that fostered learning, they performed better as well.©

The Parker Review'' identifies clear business reasons for increasing diversity on UK boards,
highlighting that understanding and responding to cultural and demographic change is a major
commercial imperative. It examines the BAME representation in the boardrooms across the FTSE100
companies which are disproportionately low and makes the case for Boards to reflect the make-up of
an increasingly diverse society.

The report identifies that successful companies will need to attract, retain and promote the best talent
available, irrespective of nationality, gender, religion, ethnic background and any other perceived
difference from the “mainstream”. It is clear that in order to achieve this success, companies must
reflect the values of their stakeholders and also project these values externally.

The report focuses on how important it is for Boards of all UK companies to focus on employee
development and their executive pipeline with an enhanced focus on ensuring appropriate
representation from BAME candidates, as well as other relevant diverse cohorts.

‘Directors will need to become more culturally aware, more
tuned in and more knowledgeable about human behaviours
and relationships.’

The Parker Review, 2016

10. http://hbswk.hbs.edu/item/racial-diversity-pays-off
11. A Report into the Ethnic Diversity of UK Boards, Sir John Parker, The Parker Review Committee, 2 November 2016
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McKinsey has been examining diversity in the workplace for several years. The latest report, Diversity
Matters, examined proprietary data sets for 366 public companies across a range of industries in
Canada, Latin America, the United Kingdom, and the United States. He found that:

® Companies in the top quartile for racial and ethnic diversity are 35 percent more likely to have
financial returns above their respective national industry medians.

® Companies in the bottom quartile both for gender and for ethnicity/race are statistically
less likely to achieve above-average financial returns than the average companies in the
data set (that is, bottom-quartile companies are lagging rather than merely not leading).

® Racial and ethnic diversity has a stronger impact on financial performance in the United States
than gender diversity, perhaps because earlier efforts to increase women’s representation
in the top levels of business have already yielded positive resullts.

® |n the United Kingdom, greater gender diversity on the senior-executive team
corresponded to the highest performance uplift in our data set: for every
10 percent increase in gender diversity, earnings before interest and tax (EBIT)
rose by 3.5 percent.

The Race Equality Charter aims to improve the representation, progression and success of BAME
staff and students within higher education. It’s a framework through which institutions self-reflect on
institutional and cultural barriers. Member institutions develop initiatives and solutions for action, and
can apply for a Bronze or Silver REC award, depending on their level of progress.

The Charter principles identify:

1. Racial inequalities are a significant issue within higher education and racial inequalities
manifest themselves in everyday situations, processes and behaviours.

2. UK higher education cannot reach its full potential until individuals from all ethnic
backgrounds can benefit equally from the opportunities it affords.

3. In developing solutions to racial inequalities, it is important that they are aimed at achieving
long-term institutional culture change.

4. People from different ethnic backgrounds have different experiences of, and outcomes
from/within, higher education, and that complexity needs to be considered in analysing
data and developing actions.

5. Allindividuals have multiple identities, and the intersection of those identities should
be considered wherever possible.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 267



A Code for Sports Governance was launched by UK Sport and Sport England on the 31st October
2016 and requires that ‘organisations seeking public funding for sport and physical activity must
meet new gold standards of governance’. The Code will be mandatory from April 2017 and
adopts a proportionate approach by creating three Tiers. Diversity in sports sector boardrooms

is still an issue which requires sustainable change and improving this is one of the key themes in
the Code, appearing in each Tier. The top Tier of the Code sets out requirements which highlight
that organisations shall recruit and engage people with appropriate diversity, independence, skills,
experience and knowledge to take effective decisions that further the organisation’s goals.

The specific Tier 3 requirements on diversity state that each organisation shall:

(A) adopt a target of, and take all appropriate actions to encourage, a minimum of 30% of each
gender on its Board; and (B) demonstrate a strong and public commitment to progressing towards
achieving gender parity and greater diversity generally on its Board, including, but not limited to,
Black, Asian, Minority Ethnic (BAME) diversity, and disability.

The reference to ‘greater diversity’ in the Code means not only the protected characteristics
of the Equality Act 2010 (which are gender, age, disability, gender reassignment, race, sexual
orientation, religion or belief, marriage and civil partnership and pregnancy and maternity) but
also socio-economic background and diversity of thought.

‘The new Governance Code is there to support organisations to develop
through diversity of thought. We need to ensure we don’t ‘panic select’
candidates. Many organisations may want to change overnight however,
this process does take time. Organisational commitment and internal

promotion of diversity is key.’
Arun Kang, CEQO, Sporting Equals
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Recommendations

® Diversity should be linked closely with the overall business strategy of the organisation
rather than just seen as a Human Resources function, or tick box exercise.

® Strategies should be sustainable and developmental; seen as a continual work-in-progress
with goals and a tailored action plan to monitor progress.

® The sector needs to move away from common practice around recruiting by word
of mouth or personal recommendation.

® HR and recruitment teams should seek to identify potential qualified BAME candidates
to be considered for Board appointments when vacancies occur.

® |n light of the code for sports governance open commitments are required from existing
chairs, boards and executives and change of policies to help attract, develop and retain
the best talent, whatever their background or difference.

® There is a need to support mentoring and work shadow programmes to ensure a reflective
diversity to assume senior managerial or executive positions internally, or non-executive
Board positions externally and plan for the future.

® Sports organisations should encourage and support candidates drawn from diverse
backgrounds, to take on Board roles internally where appropriate, as well as Board and
trustee roles with external organisations (e.g, educational trusts, charities and other
not-for-profit roles). These opportunities will give experience and develop leadership
and management skills.

® There is a need to monitor and publish information (approved by the Board) about work to
foster all aspects of diversity within its leadership and decision making, including an annual
update on progress against actions. This will help publicise a wider commitment of the
organisation to this agenda.

® There is a need to carry out board self evaluations to identify gaps and plan for the future.

‘Currently, there are too few ethnic minorities in prominent
leadership positions across the majority of sectors in this country’,

The Parker Review, 2016 2

12. A Report into the Ethnic Diversity of UK Boards, Sir John Parker, The Parker Review Committee, Consultation Version 2, November 2016
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Checklist

Anyone involved in an appointment panel should read this toolkit resource and develop a recruitment
plan aligned to this checkilist.

OO0O0OO0O0OO0O00OO0O0000aO0

O

Develop a plan to help increase diversity with specific goals
and objectives

Review recruitment policies

Check recruitment process

Ensure diversity on recruitment panel

Review brief to recruitment agencies to ensure wider diversity

Cast a wide net and look at non-traditional forms of recruitment

Ensure job adverts are checked for bias and inclusivity

Review job role to ensure it meets only the key criteria needed for the job role
Check job specifications to ensure they are checked for exclusion of any groups
Ensure a clear, simple job role

Flag that you are looking for people with diverse life experiences

Use diverse imagery

Explain the skills and benefits they will gain

Promote flexibility of role to fit in around personal arrangements e.g festivals
Offer training to recruitment panel on unconscious bias

Marketing campaign to engage wider media e.g, ethnic media, Sporting Equals

website

O
O
O

Social Media
Open Days
Faith/Community Centres
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O

O 000

Keep language simple
Make the application process easy and avoid long forms

Offer additional support for people who may have language literacy
or other difficulties

Make provision and adjustments for health, religion and cultural needs
Have a single point of contact for further information

Invite potential candidates to talk to someone or have an informal
chat before they apply

Have arrangements for translators, sign language interpreters, audio
or large print version of documents

Engage community and faith centres in the vicinity where the position
will be based

Discuss board member expectations and responsibilities
and how their contribution will make a difference

Create a pool of diverse board member candidates

Offer Shadowing/Mentoring to potential candidates

Training Opportunities

Training on diversity & inclusiveness at board meetings
Recruitment panels should mandate unconscious bias training

Have clear systems for review and track progress
Set limits for trustee terms in line with new governance code

Further information and support in these areas is available through Sporting Equals
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We believe that the support of Government and regulatory bodies is essential to achieving progress

in all aspects of diversity and social mobility, including the diversity in decision-making and leadership
roles in the sports sector. The new code for sports governance is a step in the right direction however
it will take a concerted effort from everyone in the sector to use this as an opportunity and platform
for long term vision and change.

Sporting Equals can help support organisations in these areas through its seleaderboard project and
through supporting them with putting in place appropriate ethnic diversity strategies.

This toolkit was developed in partnership with the LeaderBoard National Steering Group members:

Sporting Equals England Athletics

Sport England Amateur Swimming Association (ASA)
UK Sport England Boxing

University of Leicester The Football Association (FA)

Further information

o Equality Act 2010 sets out your duties as a service provider and employer under the

Equality Act 2010: www.lawsociety.org.uk/advice/practice-notes/equality-act-2010

Other useful links
® Celebrating trustee diversity
® Fvaluating diversity success

® http://www.forbes.com/sites/ruchikatulshyan/2015/01/30/racially-diverse-eompanies-outperform-industry-
norms-by-30/#7d71d1135742

® http://www.mckinsey.com/business-functions/organization/our-insights/why
-diversity-matters

® http://hbswk.hbs.edu/item/racial-diversity-pays-off
http://www.ecu.ac.uk/equality-charters/race-equality-charter/

http://www.lawsociety.org.uk/support-services/practice-management/diversity-inclusion/diversity
-inclusion-charter/

® http://www.sportandrecreation.org.uk/smart-sport/people/participants/equality
® http://www.sportandrecreation.org.uk/blog/rob-tate/05-03-2015/diversity-boardroom
® https://www.youthsporttrust.org/sites/yst/files/Equality%209%26%20Diversity%20Policy.pdf

Sporting Equals Copyright For support in training, marketing or
November 2016 recruiting BAME candidates, please contact

0121 777 1375
info@sportingequals.org.uk
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APPENDIX 29

County FA Equality Policy — Template

Foreword by the Chair

The County Football Association are fully committed to ensuring at everyone can take part of football across the
County in an enjoyable, friendly, safe and inclusive environment. Both the Board of Directors and staff believe that
everyone should have the opportunity to be part of the football family, regardless of difference and we are working
hard to ensure that this is a reality.

Our Equality Policy below confirms of clear commitment to equality and that we will take firm action if required
against anyone who behaves in a way that is discriminatory.

Chair,
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Policy Statement

County FA endorses the Principle of
sports equality and will strive to ensure that everyone

Implementation

The following steps will be taken to publicise this policy
and promote equality in football:

who wishes to be involved in football, whether as
participants, team members, volunteers, coaches,
referees, office-bearers or those within the County
Football Association. We will ensure that everyone
involved in football:

« Has agenuine and equal opportunity to participate
to the full extent of their own ambitions and
abilities, without regard to their age, sex, gender
identity, disability, marital or civil partnership
status, pregnancy or maternity, religion, race or
ethnicity or sexual orientation;

« (Canbe assured of an environment in which their
rights, dignity and individual worth are respected,
and in particular that they are able to enjoy football
without the threat of intimidation, victimisation,
harassment or abuse.

Legal obligations

County FAis committed to avoiding and
eliminating unfair discrimination of any kind in football,
and will under no circumstances condone unlawful
discriminatory practices. The organisation takes a zero
tolerance approach to harassment. Examples of the
relevant legislation and the behaviours in question
are given in the Additional Notes at the end of this
Appendix.

Positive action

The Principle of equality goes further than simply
complying with legislation. It allows the

County FA to take positive steps to counteract the
effects of physical or cultural barriers —whether real or
perceived —that restrict the opportunity for all sections
of the community to participate equally and fully in
football should they chose to.

County FA will therefore seek to
institute, support or contribute to appropriate
measures or initiatives that enable access to football
and participation in associated activities by people
from any group that is under-represented in the sport
or has difficulty accessing it.

A copy of this document will be published on
our website.

The County FA Chair will take
overall responsibility for ensuring that the policy
is observed.

The Board of County FA will take full
account of the policy in arriving at all decisions in
relation to activities of the County FA.

County FA will collaborate fully with any surveys

or other initiatives designed to assess the level

of participation of different sections of the

community in football and will take account of the

findings in developing measures to promote and

enhance equality for all involved in football.
County FA Board, staff and Council

members will undertake equality training and keep

up to date with equality legislation.

It will be a condition of
affiliation that member clubs:

County FA

— Formally adopt this policy, or produce their
own equality and diversity policy in terms
that are consistent with it;

—  Take steps to ensure that their Committees,
members, players, coaches and volunteers
behave in accordance with the policy,
including where appropriate taking
disciplinary action under the Club’s
constitution;

—  Ensure that access to membership is open
andinclusive;

— Support such measures and initiatives
that County FA may
institute or take part in to advance the
aims of this policy.

It will be a condition of County FA
affiliation that individuals and members:

— Commit to actin accordance with this policy;

— Support such measures and initiatives that
County FA may institute
or take part in to advance the aims of this

policy.
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Responsibility, Monitoring and Evaluation

The Board will be responsible for ensuring the
implementation of this policy.

The Board will review all County FA
activities and initiatives against the aims of the policy
on an annual basis, and the Chair will report formally on
thisissue at the AGM.

The Board, or where appropriate a designated
Equality Champion (who will be a Board member and
representative of the Inclusion Advisory Group), will
review any measures or initiatives that

County FA may institute or take part in to promote and
equality in football across the County and will report
their findings formally to the AGM annually.

The Board will review the policy annually (or more
regularly due to changes in legislation) and will report
with recommendations to the AGM.

Complaints and compliance

County FA regards all of the forms of
discriminatory behaviour, including (but not limited to)
behaviour described in the Appendix as unacceptable,
and is concerned to ensure that individuals feel able
to raise any bona fide grievance or complaint related
to such behaviour without fear of being penalised for
doing so.

Appropriate disciplinary action will be taken against
any employee, Board or Council member, player, coach,
referee or volunteer who breaches the County FA
Equality Policy.

Any person who believes that he or she has been
treated in a way that they consider to be in breach

of this policy by a member club, individual, staff,

Board or Council member should follow the County
FA's complaints procedure. Anyone wishing to make

a complaint should first complain to that person,
organisation or club. If this does not resolve the matter,
orin the case of allegations of discriminatory behaviour
against County FA staff, Board or
Council members, the person may raise the matter

by writing directly to the Chair. Please send all written
correspondence to the office address.

The Chair will investigate the complaint personally or
appoint a Board member to do so. The investigation will
be conducted impartially, confidentially, and without
avoidable delay. Any person or organisation against
whom a complaint has been made will be informed of
what is alleged and given the opportunity to present
their side of the matter.

The outcome of the investigation will be notified to
the parties in writing and reported to the

County FA Board. If the investigation reveals
unacceptable discriminatory behaviour on the part of
an individual or member club the Board may impose
sanctions on that person or organisation in line with

County FA's Constitution. Sanctions

may range from a written reminder concerning future
conduct up to and including temporary or permanent
suspension and expulsion from the County FA and
any club or league that affiliates to it. In deciding
what sanction is appropriate in a particular case the
Board will consider the severity of the matter and take
account of any mitigating circumstances.

Where the violation of the Equality Policy by way of
harassment, victimisation or discrimination amount to
a criminal offence, the Police or appropriate Authority
will be informed.

In the event that an individual, club or league
associated with County FAis subject
to allegations of unlawful discrimination in a court

or tribunal, County FA will co-operate
fully with any investigation carried out by the relevant
lawful authorities and, subject to the outcome, may
consider taking further action in relation to the matter
concerned.

County FA
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Additional Notes: Relevant legislation and forms

of unacceptable discrimination

Legal rights

Discrimination has been legally defined through a
series of legislative acts, including the Race Relations
Act, the Sex Discrimination Act, the Disability
Discrimination Act and the Equality Act 2006.

In April 2010, the Equality Act 2010 received

Royal Assent. The Equality Act 2010 is a law which
harmonises where possible, and in some cases extends,
protection from discrimination. It applies throughout
the UK and came into force in October 2010.

Discrimination refers to unfavourable treatment on
the basis of particular characteristics, which are known
as the ‘protected characteristics’. Under the Equality
Act 2010, the protected characteristics are defined as
age, disability, gender reassignment, marital or civil
partnership status, pregnancy and maternity, race,
religion or belief, sex (gender) and sexual orientation.

Under the Equality Act 2010, individuals are protected
from discrimination ‘on grounds of’ a protected
characteristic. This means that individuals will be
protected if they have a characteristic, are assumed
to have it, associate with someone who has it or with
someone who is assumed to have it.

Forms of discrimination and discriminatory
behaviour include the following:

Direct discrimination

Direct discrimination can be described as less
favourable treatment on the grounds of one of the
protected characteristics.

Indirect discrimination

Indirect discrimination occurs when a provision,
criterion or practice is applied to an individual or group
that would put persons of a particular characteristic at a
particular disadvantage compared with other persons.

Discrimination arising from disability

When a disabled person is treated unfavourably
because of something connected with their disability
and this unfavourable treatment cannot be justified,
this is unlawful. This type of discrimination only relates
to disability.

Harassment

Harassment is defined as unwanted conduct relating
to a protected characteristic that has the purpose or
effect of violating a person’s dignity, or which creates
an intimidating or hostile, degrading, humiliating or
offensive environment for that person.

Victimisation

Itis unlawful to treat a person less favourably because
he or she has made allegations or brought proceedings
under the anti-discrimination legislation, or because
they have helped another person to do so. To do so
would constitute victimisation.

Bullying

Bullying is defined as a form of personal harassment
involving the misuse of power, influence or position
to persistently criticise, humiliate or undermine an
individual.

1 The exception to this is pregnancy and maternity, which does not include protection by association or assumption —a woman is only

protected from discrimination on grounds of her own pregnancy.
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APPENDIX 30

Sport England: Suggested Key Requirements
of a Board and Sport Diversity Action Plan

Draft assessment questions for Tier 3 Diversity Action Plans

Requirement 2.2 (Board Diversity)

Leadership 1:

Leadership 2:

Leadership 3:

Linkage:

Context 1:

Context 2:

Does the plan clearly show that this
planis led by the Chairman and
Board?

Does the plan clearly show that this
plan is being driven by the Board?

Does the plan clearly show that there
are processes in place for the Board
to monitor progress and, if necessary,
direct remedial action if required?

Is the plan clearly linked/connected
to wider strategies/plans such as the
whole/County/etc. sport’s diversity
strategy/plan and the whole/
County/etc. sport’s development
strategy/plan?

Does the plan identify where the
Board are now with its diversity

in relation to the appropriate
comparative?

(UK NGB might compare to UK
population, a County Sports
Partnership may compare to its
County population, etc. Minimum
breakdown is gender, BAME,
disability, and age. Diversity of
thought is most important for
successful Company and Board
performance —e.g. young people,
people from different social,
economic, sector or cultural
backgrounds).

Does the plan identify what

the routes for the recruitment

of Directors are and what the
constituent parts of each route are?
(e.g. External appointment,
Nominated, Elected, openly

Opportunities 1:

Opportunities 2:

SWOT:

Challenges:

Actions:

advertised, co-opted etc. Constituent
parts for open advertisement

may be consultant choice, person
specification, advert content, advert
location, social media and diversity
organisations supporting the advert,
short list panel diversity, short list
process, Board review process etc.).

Does the plan identify the
opportunities for change

(e.g. table showing retirement by
rotation dates, retirement by max
term dates, etc.)?

Does the plan investigate creating
further opportunities for change such
as voluntary/compulsory retirement,
change appointed Directors, change
appointed to advertised or change
recruitment routes, etc., to assist
diversity progress?

Is there a SWOT (Strengths,
Weaknesses, Opportunities and
Threats) type of analysis of each
of the Board recruitment routes
(re Context 1and 2)?

Has the data from Context 1, 2 and
SWOT been drawn together to
identify what diversity challenges
the Board must overcome for each
recruitment route, to progress its
diversity?

Has the Board created credible
SMART, (specific, measurable,
agreed, realistic and time-based)
actions and targets to overcome each
of the identified challenges in each of
the identified recruitment routes in
order to progress diversity?
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Clarity:

Update:

Is the plan written in plain English,
clear and easily understood by a
lay reader?

(No unexplained jargon,
abbreviations, acronyms etc.)

Is there a commitment to annually
update against targets and to
publicly explain under performance
as well as over performance?

Requirement 2.3 (Sport leadership,
decision-making and updating) in addition

to 2.2

Leadership 1:

Leadership 2:

Leadership 3:

Linkage:

Context 1:

Context 2:

Does the plan clearly show that this
planis led by the Chairman and Board?

Does the plan clearly show that this
planis being driven by the Board?

Does the plan clearly show that there
are processes in place for the Board
to monitor progress and, if necessary,
direct remedial action if require?

Is the plan clearly linked/connected
to wider strategies/plans such as the
and the whole/county/etc. sport’s
development strategy/plan?

Does the plan identify where the
Sport/County/etc. is now with its
diversity in relation to the appropriate
comparative?

(UK NGB might compare to UK
population, a County Sports
Partnership may compare to its
County population, etc. Minimum
breakdown is gender, BAME,
disability, and age. Diversity of
thought is most important for
successful Company and Board
performance — e.g. young people,
people from different social,
economic, sector or cultural
backgrounds).

Does the plan identify who the
sport’s decision makers/leaders are?
(e.g. Performance Directors,
Coaches, County Officials, Team
mangers, etc.)

Context 3:

Opportunities 1:

Opportunities 2:

SWOT:

Challenges:

Actions:

Clarity:

Update:

Website:

Does the plan define what each of
the recruitment/development routes
are for each type of decision maker/
leader and what the constituent parts
of each route are?

Does the plan identified the existing
opportunities for change?

Does the plan investigate creating
further opportunities for change?

Is there a SWOT (Strengths,
Weaknesses, Opportunities and
Threats type of analysis of each
of the decision maker/leader
recruitment/development routes
(re Context 1,2 and 3)?

Has the data from Context 1,2, 3
and SWOT been drawn together to
identify what diversity challenges
the sport must overcome for each
decision maker/leader recruitment
route, to progress its diversity?

Has the Board created credible
SMART, (specific, measurable,
agreed, realistic and time-based)
actions to overcome each of the
identified challenges in each of the
identified recruitment routes in order
to progress diversity?

Is the plan written in plain English,
clear and easily understood by a
lay reader?

(No unexplained jargon,
abbreviations, acronyms etc.)

Is there a commitment to annually
update against targets and to
publicly explain under performance
as well as over performance?

Is the plan for 2.2 and 2.3 published
on the organisations web site or has
intent to publish it been stated?
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Interesting ideas to consider being used by
other NGB/Tier3 Organisations

Pilot use of time limited single topic working
groups to enable people not previously involved in
committee work to test out the experience and to
develop confidence;

Engage with clubs to identify people from under-
represented groups with whom we can explore
different ways of involving them in leadership and
decision-making;

Work with appointing body to ensure their selection
process is open, diverse and merit based using
person specifications, including diversity needs,
provided by the Board/nominations committee;

Investments in technology to enable employees
to work flexibly from different locations, making it
easier, especially for women, to balance work and
family obligations;

More agile working patterns, including greater

job sharing, part time working and weekend only
positions are being examined by several parts of
the business. Revised maternity guidance will be
issued and a maternity buddying pilot is underway;

Flexible working policies for all that create an
environment where women want to work. Values
based culture that offers learning and development
and a focus on leadership capability at all levels to
establish a pool of talent that is diverse and knows
how to navigate the landscape of the company;

Produce media articles and case studies about
diverse Board and Council Members to encourage
others;

Provide compulsory diversity and unconscious bias
training for all regional and club committees to help
opening the pipeline feeding the Board;

Flexibility in meeting times, explore moving day
time meetings to accommodate specific Board
member needs, consider childcare provision, use of
Skype type services, financial support for those with
childcare costs, travel costs, loss of earnings etc.,;
Publish diversity factual updates and explanations
of results in the Annual Report;

Consider using anonymous shortlisting when
submitting shortlists to Nominations Committee or
Hiring Managers;

Review all communication routes to ensure a
diverse and diversity friendly image is portrayed;

Use of third parties; Inclusive Boards, Business in
the Community Employers Network for Equality
and Inclusion, Women in Sport, Stonewall, Sporting
Equals, Women on Boards, Women Ahead, etc.;

Add diversity KPIs to regular management
reporting process;

Create a Youth Panel development plan, recruit,
train and develop Youth panel members to identify
potential Council and Board candidates;

Create a monitoring scheme for the diversity data
of Regional and club Boards and Committees and
publish update information;

Women and Girls participation strategy, including
private segregated sessions where required;

Diversity and unconscious bias training for
coaches, managers and volunteer organisers;

Introduced a Diversity Code of Conduct for search
firms to adopt when supporting recruitment efforts
at all levels;

Reviewing all formal recruitment schemes to
develop a standard framework ensuring both
shortlists and interview panels are suitably diverse;

Identify opportunities to increase greater women,
BAME, disabled and young people’s participation
in leadership and management teams by offering
mentoring, coaching or further training as
applicable to staff level employees, as this builds up
the pipeline of female, BAME, disabled or younger
candidates’ ability to progress further;

Co-option of younger people for one year as a
taster and for diversification of ideas at Board
meetings, leading to later full participation;
External mentoring scheme for female colleagues
and managers delivered by Women Ahead;

Muslim girls’ projects with appropriate schools;
Ensure interview panel is diverse;

Ask the sport participants to identify obstacles and
their solutions to greater participation;

Actively engage with and share resources, coaches,

facilities etc., including Director exchange, with the
disability and/or women’s same sport NGBs;

Introduce a governance mentoring scheme between
each tier of the sport’s governance structure;
Monitor and analyse diversity statistics of those
not selected for teams, committees, Boards etc. as
well as for those selected;
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Sport and/or employer rebranding to be more
attractive to a wider audience;

Leadership development program,;

Guaranteed interview scheme for needed

diversity characteristic;

Develop schools programme with links to clubs,
particularly those within non-traditional participant
populations;

Use support clubs to target under-represented
groups;

Share, seek out and understand diversity successes
within other sports and their Boards;

Appoint a Board Champion and include diversity
action in their annual appraisal;

Board to hold external liaison visits to branches etc.
and hold events to encourage prospective sport
leaders, targeting unrepresented population areas
or host groups;

Work with other sports to hold joint awareness
meetings in targeted locations, e.g. mosques;

Use equality statement on all publications
inany media;

Build diversity content in to stakeholder
engagements.
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APPENDIX 31

Example of a County FA Equality
and Diversity Action Plan

County Football Association is committed to promoting equality and diversity throughout

all areas of its work. County FA has made a substantial commitment to ensuring equality is embedded into

the organisations ethos and vision, providing a foundation for a robust business plan.

Our Equality Action Plan will:

« Ensure all aspects relating to the everyday business of the Association is fair, accessible and equitable

« Work towards eliminating all forms of discrimination, harassment and other conduct prohibited by the

Equality Act 2010

« Reach out to wider audiences to increase the associations business

The Equality Action Plan is endorsed by the Chief Executive Officer, The Board, and the Inclusion Advisory Group.

The plan will be delivered by the professional staff of the association and will be monitored and reviewed by the

Inclusion Advisory Group.

Action (We will) | Responsibility | Timelines | Resources Progress RAG
Objective 1 — Widen football’s talent pool through positive interventions
Support the delivery of Support Lead— July- £2,500.00 CCL-10teams
targeted interventions to programmes such | Recreational July2020 | (recreational
. Just Play
encourage participation as the County Football Team football fund
) " 2, Centres—24
from diverse communities FA Communities budget)
and particularly those League, Just Play Rec Participants
from BAME/female/ Centres -2113
disabled/older/LGBT/faith
communities due to County
FAs demographics
Implement disability Support the Lead - July 2020 | £31,249.00 78 Male
football developmentfund | implementation Disability Lead Disability Teams
plan of the disability in
2 Female
football plan for Disability Tearms
the County J
Women and Girls Support the Lead-Girlsand | July2020 | £45,000.00 203 youth
implementation Women's FDO (Centre of female teams
of the Women and excellence
1< brogramm rogramme) 86 adult female
girls programme programme teams
£1,500.00 Currently
(youth working with
female the Central Girls
leagues) Football League
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Action (We will) | Responsibility | Timelines | Resources Progress RAG
Women and Girls cont'd £2,000.00 Women's Flexi
(adult female | league to start
leagues) in the summer
Homophobia & LGBT Identify a suitable July 2020
inclusion campaign
to address
homophobia in
football
Asians in Football Work with the July 2020 | £2600.00 Asian star event
FA to support (external tobe held at
addressing the budget from | County FAHQ
inequality of Asian the Football 3 .
S L x Community
participation in Association)
Development
football through C .
; entresin
their current N
. Birmingham
national plan
Objective 2 — Workforce development
Increase the number of Deliver targeted Lead - Coach June £5000.00 Plans to
BAME coaches courses through Education 2020 create a coach
community Team Development
partners Hub at sports
(2 x courses Support centre—Plans
delivered ). Equality Lead approved and
S ; this will startin
uppor July engaging
BAME bursary 24 coaches.
programmes
such as the CSP
Coach Bursary
Schemes and
the FA COACH
programme
Increase the number of Deliver targeted Lead-Coach June £1000.00 11'§8°/° of
BAME coaches onthe clubs sessions to Education 2020 alllicensed
FA Licensed Coaches identify needsof | Team coaches are
Programme coaches S from BAME
upport - backgrounds

Equality Team
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Action (We will) | Responsibility | Timelines | Resources Progress RAG
Increase the number of Delivera Lead - June £500.00 7.25% of
BAME Referees targeted course Referee 2020 referees
in partnership Development from BAME
with the Officer backgrounds
Birmingham (467 referees
Communities have not filled
League. out diversity
questionnaire)
Createa June £3480.00 Funding
BAME Referee 2020 acquired
Academy through the
FA Referee
Diversity Fund
of £1780.00.
Create and support Attend the June
pathways for the National BAME 2020
progression of BAME Tutors | Tutor Working
Group Meetings
Objective 3 — Governance
Ensure all staff/Board and Book in 2 x Lead —Equality | March County FA
advisory group members equality training Lead 2020 staff and
are adequately trainedin courses for all S Board training
. upport . .
equality staff/Board and _ Referee deliveredin
Advisory Group M December 2018
anager
Members
Review the membership of | Recruitmembers. | Lead-Equality | June
IAG to ensure key actions . Lead 2020
are delivered .De"vef an
induction Support —
Book in 4 Equality Team
meetings per year
Review discrimination Increase Lead — REAG July— More targeted
disciplinary cases awareness of Support— Dec 2020 methods being

how to report

via the FA video
campaign—send
links to League
websites/promote
through welfare
association

Equality Team

used on digital
platforms/web
based media
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Action (We will) | Responsibility | Timelines | Resources Progress RAG
Clarify anti-discrimination Share dataon Lead —Equality | Nov 2019 Datais shared
regulations reported cases Lead/Discipline atall IAG

through arange of | Manager meetings

mediu’ms such as Support—

LFADP's Welfare Officer

Objective 4 — Marketing/PR and communications

Createa Lead-— Dec 2020 | Embedded This will be

centralised Marketing into the embedded into

marketing and Team overall the County
communications marketing FA marketing
policy Support—CEQ budget strategy

Ensure arange Lead - Dec 2015 | TBC Working with

of marketing Marketing Sporting Equals

resources are Team to diversify
utilised to engage marketing and
with diverse communication
communities i.e. methods

multi lingual PR,

ethnic media

Work with Lead - Jan2020 | Officerand Working

market leaders Marketing partner with Sports

and experts team support Structures

such as sports to engage

structures and with diverse

sporting equals communities
to access diverse

communities

Support the Lead— July— BAME coaches

delivery of Marketing July 2020 and refereeing

targeted team academy
campaigns Support— communications
to highlight all reviewed
Development .
awareness of and adjusted
Team .
programmes to engage with
particular groups

Set up customer Lead— March

focus groups Marketing 2020

in diverse team

communities
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Action (We will) | Responsibility | Timelines | Resources Progress RAG
Objective 5 — Research
Understand the current Conduct an Lead-Equality | Feb 2020 First audit
internal and external profile | equality audit of Lead completed
of the County FA all staff (paid and during Equality
unpaid), Coaches, Standard
Referees, Players Process
and members
Create an Lead —Equality | Feb 2020
incentives Lead
programme for
respondents
completing the
survey
Interrogate data Lead —Equality | Feb 2020
toidentify gaps Lead
in provision to B
inform county Support-IAG
planning process
Link into focus Lead - Equality | Feb 2020
groups delivered Lead
through partners :
to add value to Support—IAG
existing data/
insight
Objective 6 — Policy framework
Review and collate policies | Systematically L-CE Feb 2020 Equality
for Equality Standard review HR Policies Standard
. S-EL o
Portfolio to ensure they are Preliminary

up to date with
legislation

Level achieved

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 285




APPENDIX 32

Sport England and UK Sport Guidance
Document: Diversity Action Plan

This Appendix is reproduced by kind permission of Sport England and UK Sport.

As yoU'll see, it contains Appendices of its own —not to be confused with the numbering of Appendices on page 6
of this overall FA-produced document.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 286



GUIDANCE

DOCUMENT
DIVERSITY ACTION PLAN 2017

\y/

SPORT g
uk sport
) ; § ENGLAND aniving il
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Foreword

In its Sporting Future strategy, the
Government has set out an ambition to
ensure that everyone can benefit from the
power of sport. More needs to be done, not
just to get more people taking part, but to
harness sport’s unique power to change
people’s lives for the better. Diversity should
be at the heart of achieving this aim.

Greater diversity in sport means increasing
organisational membership, creating larger
talent pools for elite performance, greater
social inclusion and improved health and
wellbeing. Diversity is not only needed at a
participant level, but also within the
decision-making bodies of the sports sector.
Like all good businesses, greater diversity
provides a broader range of opinions to
improve decision-making and create a
better environment for constructive and
open debate.

It has been recognised that sport still has a
long way to go to achieve the diversity that
will strengthen the sector. While many
sporting organisations have made great
progress to ensure that they have diverse
boards, figures from the 2016 Women in
Sport Leadership audit tell us that less than
30% of board members in total across all our
funded sports are female and just 26 out of
601 board positions (4%) are filled with
representatives from BAME communities.
We also know that approximately 6% of
board members are disabled, in contrast to
statistics which suggest up to 20% of the
population have a disability or life limiting
illness. It is likely that the LGBTQ+ community
is similarly under-represented within sport
boards.

Nick Bitel,
Chair,
Sport England

In response to the Government's Sporting
Future strategy, Sport England and UK Sport
are now working together to tackle this
issue. The Code for Sports Governance sets
out the levels of governance, tfransparency,
and accountability required from those
who receive funding from Sport England
and UK Sport from April 2017. It outlines new
gold standards in governance, which
include increasing diversity within the
leadership of sporting organisations.

Sport England and UK Sport understand the
need for specific diversity provisions,
outlined in Requirements 2.1 to 2.3 of the
Code. Implemented together with the
broader Code Requirements, these will
bring about significant change, creating
more open and diverse organisations.

Sport England and UK Sport, through the
Diversity Working Group, commissioned
Inclusive Boards, to develop a Diversity
Action Plan template. This document sets
out initial guidance to help funded
organisations to think about, and create a
first draft of, a diversity action plan. We
recognise that more support is needed and
we will be developing further tailored and
specific support on diversity action plans,
and on work around recruitment,
engagement and the progression of talent
from within, so that organisations develop
and implement meaningful Diversity Action
Plans that will have a positive long-lasting
impact on sport.

Katherine Grainger,
Chair,
UK Sport
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Chapter 1: Introduction

Purpose

In April 2017, Sport England and UK Sport launched a new mandatory Code for Sport
Governance (“the Code”) for organisations in receipt of government funding for
sports projects from either UK Sport or Sport England.

Sport England is the government body responsible for delivering the government’s
strategy for increasing participation in sport.

UK Sport is the body responsible for investing in Olympic and Paralympic Sport.

Requirements 2.1 to 2.3 of the Code set out provisions concerning diversity which all
organisations funded at Tier 3 level (and some organisations funded at Tier 2 level) will
need to comply with. These requirements, and their commentary, are reproduced in
full in the Appendix to this guidance.

This document provides direction to your organisation about how to use and
complete the accompanying template, Diversity Action Plan (DAP). The Diversity
Action Planis a clear plan that enables an organisation to create its own set of actions
that will allow it to develop, action and implement a clear and strategic set of
activities to support and/or maintain the diversity targets set out in Requirement 2.1 of
the Code.

We are aware that some organisations have already put in place action plans around
the diversity requirements of the Code. It is not mandatory to use the Diversity Action
Plan template that accompanies this document, but we hope it will be helpful for
those organisations who have yet to start this process.

Whatever form they take, Diversity Action Plans should be dynamic, iterative
documents. Itis appreciated that organisations may not be able to plan all the work
they need to undertake in this area by 31 October 2017 (the deadline for Code
compliance), and that their Diversity Action Plans may accordingly record some
areas, particularly long term plans and actions, as work in progress. In such cases, we
suggest that the Diversity Action Plan sets this out clearly, and gives some narrative
about what will be undertaken by the organisation to formulate fully the issue / action
in question.

This guidance document outlines what needs to be done to successfully fill out all
sections of the Diversity Action Plan template to the required standard. Access to
support from Inclusive Boards is also available.
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Objectives

The long term objectives of the Diversity Action Plan process are:

- For each organisation to be able to develop a unique and ambitious Diversity
Action Plan

- To ensure the completed plan has clear goals and actions that cover
Requirements 2.1 to 2.3 of the Code

- To have clear lines of accountability for the delivery of each section of the
Diversity Action Plan

- To have measurable progress for each element of this plan

This guidance will help you start this process and create a first draft of a Diversity Action
Plan. Sport England and UK Sport intend to develop further guidance on improving
board diversity in due course.

Chapter 2: Diversity and Inclusion

Diversity can be defined as having many people that are different from each other.
Whilst there is currently no single definition of Board diversity, it can be understood as
making a Board less homogenous by taking into consideration factors like age,
ethnicity, gender, disability, sexual orientation, educational background and
professional qualifications of the nominated directors and independent non-
executive directors. Additional dynamics to take into account can include less
tangible factors such as life experience and personal attitudes. The aim of a fruly
diverse Board is to cultivate a broad spectrum of demographic attributes and
characteristics in the Boardroom. Measures to promote heterogeneity in the
Boardroom can include having targets and implementing organisation-wide internal
policies.

Every Board has a culture whether it is explicitly stated or not and this culture can be
expressed in numerous ways including, but not limited to; how meetings are run, the
process of recruitment, how members communicate with one another, the level of
formality, and how the Board engages with staff, the council, and the community.
Inclusivity is a critical component of Board culture which is often condensed to
discussions of diversity. Equally important issues that should be noted include;
appreciation of how cultural differences can enhance a Board’ s work and
strengthens governance.

UK legislation sets legal requirements with respect to protected characteristics.
However, an effective diversity and inclusion strategy builds on legal compliance and
seeks to engage with staff, volunteers and membership more holistically. Appendix 2
describes categories and types of diversity, including some characteristics which are
not part of the legally defined ‘protected characteristics’ but which should be taken
into account in developing and embedding a diverse board.
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Chapter 3: Completing the Diversity Action Plan

Cover Page

The cover page is in a standardised format. LOGO] /V
However, you should feel free to replace the
page with an image/graphic more
representative of your organisation/sport.

1. The organisation name and logo should [ORGANISATION GRAPHIC/PHOTO)

remain prominent on the cover page. — 0

2. Itis also advisable to add the year from which
the DAP will commence and when it will be DIVERSITY
next reviewed. Bear in mind that Requirement ACTION PLAN

2.3 of the Code requires organisations to give

an annual update on the information they [2007:5 20KX] Q
have published about their work to foster [ORGANISATION

diversity within their leadership and decision NAMEI

making.

The overall author of the plan and the date of completion can also be added if
appropriate. There will also be a need to account for a separate accessible version
for visually impaired stakeholders or those with different access requirements.

THINGS TO THINK ABOUT

Requirement 2.3 of the Code requires organisations to publish on their websites information
(approved by the Board) about their work to foster all aspects of diversity within their
leadership and decision-making. You may want to take into consideration your stakeholders
and the format that would be a best fit for them. You should also consider how easy the
document will be to find on your website.

The Diversity Action Plan template will be made available in both MS Word and MS Excel

Graphics
It is advisable to customise the front cover as best as possible to suit your needs.

All strategic documents should have the same if not similar branding. Remember, this
document will be published on your website. Is it in line with your organisation branding
and or brand policy?
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Organisation Overview

This section has been included to allow you to add context before designing the core
elements of the Diversity Action Plan. Strategic documents are more likely to be
successful if they are set within a wider framework. It is therefore important to begin
with the bigger picture.

1. About Us: This section should be a brief
summary of the organisation. Information can

include:
- Organisation history (including when it was
founded)
- Where the organisation’s operational HQ is
located
- Geographical reach
— - Membership structure (if applicable)
- Cultural statement (f applicable)
- Any positive developments and aspirations

that may provide a context to this plan and
v what level you are currently at on the Equality
Standard Framework

2. The next section gives an insight into the

AR TALLTS organisation’s strategic direction

Mission: The core purpose or overall goal of

the organisation

Vision: What the organisation hopes to

achieve in the future

Values: Commonly held beliefs that guide the
perspective of the organisation as well as its
actions.

THINGS TO THINK ABOUT

You may already have details for this section within other governance or strategic
documents, however this exercise may give you an opportunity to review this information
within the context of diversity.

As this might be a public document, you will need to consider:
e Have | provided enough information about our organisation or sport?

e Are the details provided aligned to other documents submitted to UK Sport, Sport England,
and the public?

e Will the information help the public understand more about our organisation and what we
do?
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Message from the Chair

Successful plans need to have buy-in from
stakeholders throughout the organisation.
Communication from a senior
representative, preferably the Chair, will
send a clear message that diversity in
governance is an important part of future
plans for your sport/organisation. It is
advisable to attach a signature to the
bottom of the message.

. This section should be a message from the
Chair and/or relevant senior figure. Some of
the themes this message can cover
include:

An endorsement of the plan
Commitment to seeing progress
Celebration of any achievements to date

Message from

Qur Chair
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A personal connection to this agenda

Diversity Action Plan (Main Section)

Strategic Areas:

The core of the Diversity Action Plan is splits info 3 strategic areas. The top left-hand
side shows which of the 3 areas each part of the plan is focused on. The three areas
are:

Recruitment: This speaks to how the organisation will attract an increasingly
diverse range of candidates for its Board.

Engagemenf: Ensuring that your organisation’s commitment to diversity is
communicated through internal practices and externally

Progressing talent from Within: This area focuses on developing a strong
pipeline of diverse talent, recognising that many sports national governing bodies are
membership bodies, some with members in the tens of thousands, and often with
subsidiary governance structures (such as committees or regional boards) which can
be used to develop the directors of the futures. Activities can include the use of
committees, mentoring, and leadership programmes for example.
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Setting an overall or strategic objective:

In this section you will need to set an overall objective for the strategic area. It should
be outcome focused, and where possible, with a specific time frame
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Alignment with Code:

On the top right you will see a breakdown of Requirements 2.1 to 2.3 of the Code. You
will need to tick which of the requirements is being met by the strategic objective. The
objective is to have met each of the elements of the requirements at least once by
the time the Diversity Action Plan has been completed.
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Breaking it down:

Priorities: You will need to break down your overall objective into a series of priorities.
We would expect 3 to 5 overall priorities spread over the short, medium and long term
for each strategic area. There may be a need for more priorities depending on where
the organisation is at on its journey. You may find it easier to add extra rows so that
each priority is on a separate line.

- Short Term: Within the next 12 to 24 months
- Medium Term: between 24 and 36 months
- Long Term: Within 3 to 5 years

Action: steps, changes or specific efforts that will be made to reach the priority.
Persons Responsible: Each priority should have at least one person explicitly

responsible for the delivery of the set actions. Whilst completing the DAP, you may find
the same person(s) could be responsible for different actions.

4. Completion Date: A realistic completion date for each action.
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Chapter 4: Key Questions

We have added 4 key questions at the end of the document we feel will be important
to answer. These will help to bring the whole document together and fill any gaps that
may still be outstanding following the development of the strategic areas.

Question 1: This plan will be assigned alongside the wider governance strategy and
therefore it will be important to explicitly and briefly make the link

Question 2: For this plan to be successful there is a need to once again identify the
overall person or people responsible for ensuring it is a document that is actioned.

Question 3: It is very important to have SMART (Specific Measurable, Actionable,
Realistic & Time bound) goals in place that can be reviewed in order to measure
distance fravelled.

Question 4: The Diversity Action Plan (DAP) should not be completed in isolation but
must be linked to other parts of the Code and equality standard framework. This is an
opportunity to reflect on how you have liked other parts of the Code to the
completed DAP.

Key Questions

Pz dicees thiis e imin o broader povermence plaa”
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Appendix 1

Requirements 2.1 to 2.3 of A Code
for Sports Governance

Principle 2: People

Organisations shall recruit and engage
people with appropriate diversity,
independence, skills, experience and
knowledge to take effective decisions that
further the organisation’s goails.

Why is this important?

Diverse, skiled and experienced decision
making bodies which contain independent
voice and engage in constructive, open
debate enable good decision-making.

Diversity (Requirements 2.1-2.3)
2.1 Each organisation shall:

(A) Adopt a target of, and take all
appropriate actions to encourage, a
minimum of 30% of each gender on its Board;
and

(B) Demonstrate a strong and public
commitment to  progressing  towards
achieving gender parity and greater diversity
generally on its Board, including, but not
limited to, Black, Asian, minority ethnic
(BAME) diversity, and disability.

2.2 Each organisation shall identify
proportionate and appropriate actions to be
taken to support and/or maintain (as
appropriate) the diversity targets set out in
Requirement 2.1.

23 The Board shall ensure that the
organisation prepares and publishes on its
website information (approved by the Board)
about its work to foster all aspects of diversity
within its leadership and decision making,
including an annual update on progress
against the actions identified in Requirement
2.2

Commentary on Requirements 2.1 to 2.3

It is recognised that decision-making is
improved when a Board is able to draw
on, and harness, a diverse range of
opinions. An overwhelming majority of
those who responded to the online
consultation on this Code agreed that
Boards should demonstrate how they
attract a diverse range of candidates
and also recognised a need to increase
diversity within their organisation.

Genderis animportant aspect of diversity
and an organisation will be expected to
work towards achieving at least 30% of
each gender on its Board, while also
demonstrating publicly its commitment to
achieving gender parity and greater
diversity generally on its Board. It should
demonstrate the actions it is taking to
meet these targets.

If 30% is not a whole number, then this
should normally be rounded up for the
purposes of calculating the required
number of male/female directors (unless
otherwise agreed with UK Sport/Sport
England).

The targets referred to in Requirement 2.1
are explicitly targets, and not fixed
quotas. The obligation on funded
organisations is to demonstrably commit
to working towards achieving them, and
to take all appropriate actions in order to
do so. Nevertheless, in order to drive real
change in the sector (in accordance with
the feedback received in the
consultation) UK Sport and Sport England
expect this commitment and the actions
taken to be meaningful.
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Requirement 2.1(B) references Black, Asian,
and minority ethnic and disability diversity
expressly within the context of greater
diversity generally. Data from the sector
shows that representation from these groups
on Boards remains low and that
organisations need to do more to increase
it, and to be able to demonstrate the
actions they are taking to do so.

It is also important to think about what
‘greater diversity’ means. Here the Code is
referring not only to the protected
characteristics of the Equality Act 2010
(which are gender, age, disability, gender
reassignment, race, sexual orientation,
religion or belief, marrioge and civil
partnership and pregnancy and maternity)
but also socio-economic background and
diversity of thought. Organisations should
seek to recruit to their Boards people who
think in different ways as well as those who
have different backgrounds. For example,
organisations may wish to consider the
possibility of addressing the diversity of
formal structures other than the Board, in
order to build internal capacity for
succession planning.

In order to drive greater diversity, funded
organisations need to consider their
practices in both Board recruitment and
capacity building. Attentfion is drawn to the
Requirement in the Government's sports
strategy, Sporting Future, for ‘public bodies
in receipt of public funding to use tools such
as Women in Sport’s Checklist for Change to
make changes within their organisation to
improve diversity in leadership at all levels’.

Any member or related organisation or
body (e.g. a Council) which has the right
to appoint directors of the funded
organisation should do so in a way that
encourages a diverse range @ of
candidates, e.g. by use of a structured
process which allows for the
consideration of candidates from a
range of backgrounds. Where diversity is
being driven exclusively or primarily from
independent, non-executive directors,
Sport England/UK Sport may wish to
challenge whether organisations really
are taking all appropriate actions to drive
diversity.

It will be for an organisation to decide
how it identifies and agrees the actions
that should be taken to support and/or
maintain the diversity targets set out in
Requirement 2.1. However, the Board
should have a role in this process and
should monitor progress against the
actions, in particular discussing the
annual progress update and the plan for
the following year before this information
is published.

UK Sport/Sport England will be giving
further consideration to how they can
support organisations to meet these
diversity Requirements.

Requirements 2.1 to 2.3 do not override
or replace any obligations placed on
funded organisations by the terms of
the funding agreements of Sport
England and UK Sport regarding
equality, e.g. to comply with the
Equality Standard, a Framework for
Sport (published by UK Sport, Sport
England and the other Home Nations
Sports Councils).
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Appendix 2

Categories and Types of Diversity

Type of Diversity

Race/Ethnicity

Protected Characteristics Gender/ Gender Reassignment
Age

Religion

Disability

Sexual Orientation

Marriage and civil partnership
Pregnancy and Maternity
Education

Functional Knowledge
Differences in knowledge and skills Information or expertise
Training

Experience

Abilities

Cultural Background
Differences in Values or Beliefs Ideological or Religious beliefs
Cognitive style

Personality Differences Motivational factors

Organisational/community Il Tenure or length of service

differences Title (work function, seniority, discipline, etc)
Differences in social and network ties Socio-Economic Background

Work-related fies

Friendship ties

Community ties

In-group memberships

Adapted from: Mannix and Neale, 2005
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Inclusive Boards

Inclusive Boards is an agency set up
specifically to support organisations in efforts
to develop more diverse Boards and
stfronger governance structures. We have
been working closely with UK Sport and
Sport England to put together what we
believe is a document that embodies the
mandatory requirements of the Code for
Sports Governance. The Diversity Action
Plan (DAP) template takes a complete
overview of all the items you wil be
submitting to UK Sport and Sport England;
showing the interdependency of all the
requirements of the Code and the Equality
Standard Framework where applicable.

We are here to offer strategic support as you
complete the DAP. We recognise that no
two sports organisations are the same, and
our job is to help you to create a plan that is
unique to your organisation. The DAP is an
easy to use template that integrates
milestones and encourages best practice in
the short, medium, and long term. Within the
core elements of the DAP you will find 3
strategic areas: Recruitment, Engagement,
and Progressing Talent from Within. We
believe these areas can also be viewed in

SPORT

\Y# ENGLAND

INCLUSIVE BOARDS.

chronological order to some extent, with
the most immediate need being to
review your recruitment practices. You
are then expected to review how you are
engaging with the topic of diversity in
governance  (both internally and
externally), before ensuring a legacy of
progressing talent from within

This guidance document has a lot of
direction that encourages critical
thought and commitment to achieving
objectives. The document is intended to
be used as a guide without prescribing
actions. We have also shown where you
can customise the DAP to fit your journey
and priorities. We would encourage you
to get in contact should you have any
questions or need support on any specific
areas.

We are very proud to have been given
the opportunity to work with sports
organisations at what is a significant
moment for sport in England. We believe
that the world of sport will take note of this
collective commitment and hopefully
borrow from the good work that comes
as a result.

el

uk sport

nspie the nation
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APPENDIX 33

Documents to consider including in
Governance Section of County FA Website

Non-Policy documents
« Articles of Association
« Standing Orders
« Boardterms of reference
o Schedule of reserved matters

« Corporate Governance structure (Board, Council,
Standing Committees)

« Governance Statement

o Full Annual Directors Report and Accounts
(Financial Statements)

o Annual Report
« Equality Policy
« Equality and Diversity Action Plan

« Board Biographies and designation (Nominated
by, Independent etc.)

» Board Declarations of Interest
« Board Handbook

« Board Summary Minutes

o Committee Membership

o Committee Terms of Reference
o Committee Summary Minutes
o List of committee members

« QOrganogram

o List of staff and contact details’
o Business Strategy

« Board Code of Conduct

« Chairman, Director, Senior Independent Director
and CEQ role description

Board Policies

Board Expenses Policy
Board Remuneration Policy
Board Induction Policy and Procedures

Board and Committee Evaluation Policy
and Procedures

Board Training Policy

Board Stakeholder Engagement Policy
Board Recruitment Policy and Procedure
Complaints procedure

Gifts and Hospitality Register

Internet, Email and Social Media Policy
Equality Policy

Conflicts of Interest Policy

Financial Procedures

Grievance Policy

Risk Assessment Form

Policy for Safeguarding Children, Young People
and Adults at Risk

Data Protection Policy

Anti-Fraud and Anti-Corruption Policy

Health and Safety Policy

Risk Management Policy

Bribery Prevention, Gifts and Hospitality Policy
Information Technology Policy
Whistleblowing Policy

Customer charter

Human Resources Policy

* Where staff do not wish to have their details made public, there should be the option to withhold.
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APPENDIX 34

County FA Generic Role Profile - Template
(updated October 2021)

Role Title Board Director

Reports to Chair of the Board of Directors

Role Purpose

Collectively, the Board of Directors of [ ] Ltd are required to direct the business affairs of the Association
and to determine the vision and strategy, plans, policies and financial investment required to achieve the
Association’s aims. As such, individually and collectively, the Directors are accountable to the Membership.

Direct Reports (Only applicable where CEO or Company Secretary may report to the Chairperson)

Include office address and other options or requirements such as homeworking

L i o . .
ocation or additional travel to other locations or overnight stays.
Estimated time Keep this as flexible as possible to maximise inclusivity.
commitment to The post requires a commitment to attend [ ] Board meetings a year. Meetings are
fulfil the role normally held on at and normally last in the region of [ ] hours.

Please indicate whether any remuneration is attached to this role. If so a contract for
service will be required.

Remuneration or County FA Expenses will be paid in line with the current Expense Policy of
Expenses

Travel and accommodation to FA events where The FA has agreed to reimburse County FA
Expenses will be paid in line with the current County FA Expense Policy issued by The FA.

Responsibilities

« Serve as a Director of the Company and to actively participate in its strategic management.

» Execute the responsibilities of a Company Director in accordance with the Companies Act (2006) and
other relevant legislation.

« Safeguard the interests of the Membership and stakeholders of the Association.

« Establish clear objectives to deliver the agreed strategy and business plan and regularly review
performance against those objectives.

« Ensure the effective implementation of Board decisions by the CEO and staff, holding the CEO to account
for the effective management and delivery of the Association’s strategic aims and objectives.

« Set challenging objectives for continuously improved performance.
o Oversee the management of risk to the Association, including matters of Health and Safetuy.
« Develop and maintain an effective corporate governance structure.
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« Monitor the financial affairs of the Association through reports provided by the Finance Director and to
ensure the effective use of financial and other resources.

« Contribute to constructive debate on all Board matters.

« Promote equality of opportunity throughout the Association.

o Fully participate in Board induction, training or development and performance monitoring.
« Perform other responsibilities as assigned by the Board.

Person Specification

Qualifications

Essential Desirable

Adapt this section according to the Board skills
matrix to meet the needs required for the Board
to function effectively.

Consider:
o Academic level of qualification required —
is an academic level essential?

« Professional level of qualification required —
is there a relevant qualification —is it a must have
oronly desirable?

Skills

Essential Desirable

« Strategic leadership and management skills.
The ability to develop and monitor
organisational strategy

« Decision-making skills. The appropriate use of
knowledge and experience to make informed
decisions to the benefit of the organisation

« The ability to debate, discuss and challenge
ina constructive manner

o Excellentinterpersonal skills. The ability to form
strong, productive relationships both internally
and externally to the benefit of the Association

« Anability to understand financial accounts,
management accounts and budgeting

o Accessto and ability to use, email and the
internet
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Knowledge

Essential

Desirable

« Asoundunderstanding of the volunteer/ o Anunderstanding of The FA Grassroots Football
professional relationship and how this can best Strategy and how this affects the work of the
work to support the work of the Association County Football Associations

« Anunderstanding of and a commitment to

equality in action

« Thorough knowledge and understanding of the
Safeguarding Requirements for the Association

« Knowledge, understanding and interestin
grassroots sport, particularly football, and other

related activities

Enhanced DBS Check required? YES/NO

Check Companies House Disqualified Directors YES

Register?

Clean full driving licence? YES/NO

The Role Holder will be expected to understand and work in accordance with the values and
behaviours described below

The values below are those of The FA. If the County FA has a variation of these values, they should be

inserted below.

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement
« |dentifies the need for, and actions change in direction, practice,
policy or procedure
o Questions the way things are done and takes informed risks
« Continuously seeks to improve efficiency and performance

RESPECTFUL

Sets the standards for respectful behaviour across the game

» Maintains people’s self-esteem when interacting with them
« Avoids pre-judgement when listening to suggestions from others
o Seizes the opportunity to apply FA standards at all times

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds,
experience and perspective

« Seeks out and embraces new ways of thinking and working
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DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing

« Works relentlessly to overcome roadblocks or obstacles to achieve the goal

« Remains focused on seeing agreed goals through to completion taking pride
in their work

« Maintains motivation for their team and themselves

EXCELLENT

The very best outcome achieved by sustained excellence in performance

« Seekstoachieve the highest levels of performance at all times
« (Canbe persistent to achieve a standard that others consider impossible
« Challenges others to go further and achieve more

Role Profile agreed
by the Board of
[insert County FA
name] and signed on
behalf of the Board
by the Chairperson:

Name Signature

Date Role Profile
agreed by the Board:

Role Profile signed
by role holder:

Name Signature

Date Role Profile
signed by role
holder:
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APPENDIX 35

County FA Director Application Pack
(updated October 2021)

The purpose of this document is to assist with the
writing of a County FA and role specific application
pack to provide potential applicants for Board positions
with thorough and transparent information about the
role they intend to apply for, the organisation and the
application process.

Contents

1. TheRole
About ]
Volunteering as a Board Director
Role Description
How to apply

o VA W

Selection Process

1. TheRole

Include a short narrative piece (approximately 200
words) in this section which ‘sells’ the role, explains
what the County is looking for and what the role
involves in a broad sense. There isno need to go
into detail here as this will be included in the Role
Description. You should also include here what you
have to offer.

Ensure that the description of the role is gender-neutral
(i.e. Chair or Chairperson rather than Chairman).

Example:

County FA is inviting applications to join the Board
of Directors at . We are looking for
individuals with skills and experience in

who have a
passion for developing grassroots football in

Include a short piece outlining your current vision for
the County and current priorities.

e.g. These are exciting times for County FA as we have
recently opened/achieved x and we are planning to do
X in the next 12 months. The successful candidate for
this role will be instrumental in helping the County to
deliver this.

This is a volunteer role in which you will be expected
to attend Board meetings x times per year and to

collaborate with Board Directors and other stakeholders
in the strategic development of the organisation.

You will be accountable for

What can we offer?*
« An exciting opportunity to be part of a forward-
thinking progressing business

« Towork with key stakeholders within grassroots
and the professional game

« Access and commitment to personal development
and training opportunities

2. About/[insert County FA name]

Include a short piece (approximately 2 paragraphs)
outlining what the County FA is and its purpose.

3. Volunteering as a Board Director
This section could include:

» asuccinct explanation of the Board's overall remit
within the County

o alinkto sources of more detailed information
about the Board’s work on your website

« practical information about what, where and when
the role holder will be volunteering and who they
will be working with

« You could include a narrative description of what
the experience of being a Board Director at your
County FA is like. This could be personalised by
including an actual description and photos ora
short video by a Board member explaining what a
typical month involves.

Include information such as the following:

« Board meetings are usually held at

o Formore information about our Board and Staff
please visit our website

« Current County FA Expenses Policy

1 Manchester FA: Independent Chair of Inclusion Advisory Board —
Recruitment Pack (2017)
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4. Role Description

Use the Role Description template provided to build

the Role required by your Board. Standard templates
for typical Board roles are provided but these can be
customised if required.

5. Howtoapply

Provide clear instructions on how to apply here.

6. Selection Process

Explain what the application process will include.
Below is an example.

« Complete the application form here and submit
to no later than 5pmon
Please note that no applications will be accepted
after this time.

« Provide the Equality and Diversity Monitoring Form
and invite the applicant to complete this and return
it to you on avoluntary basis.

« Shortlisted applicants will be contacted by
to arrange a mutually convenient interview time.

 Interviews will be held on and .Try
to be accommodating with interview dates where
possible as restricting dates may narrow the pool
of candidates or deter applicants.

« Ifrequired, second interviews may be heldin
order to determine the most suitable candidate
for therole.
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Board Director Application Form — Template

Completing and returning the Application Form

Please complete the Application Form and return to by email at by
on . Applications received after this time will only be considered in exceptional circumstances.

The decision to progress your application to the next stage of the selection process will be based only on the
information you provide on this form.

Position applied for:

Personal details

First Name(s)

Last Name

Preferred title

Pronoun

Postal address

Postcode

Email address

What is your preferred
contact method?
(phone, email, text
other)

What is the best number
to contact you on?

What is the most
convenient day and time
to contact you?

Do you have an in-date
FA DBS Check?

If you do not hold an in-date DBS Check there may be a requirement (dependent on the role) for this to be
completed before appointment.
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Employment and volunteering history
Starting with your present or most recent job or voluntary position, please complete the table below.

Employer/
Startdate | Enddate | organisation name Job/role title Brief Description of duties
and address

Please insert additional rows in the table above if required
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Education and qualifications
Please provide details of your education and qualifications achieved which are relevant to the role in the table
below (please note that you may be asked to provide evidence of any qualifications achieved which are directly

relevant to this role).
For GCSEs or equivalent there is no need to include each subject on a separate line (see example below).

Dates Sch'o?lICoIIegeIUmversngl Qualification and subject Grade achieved
Training Provider Name
e.g. 1991 e.g. High School Name e.g. 6 GCSEs including Maths e.g.4xAsand 2 xBs

and English

Please insert additional rows in the table above if required
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How do you meet the requirements of the role as outlined in the Role Description?
Please outline your skills, knowledge and experience which are relevant to the role you are applying for, including
examples from either paid or unpaid/voluntary work. You can format this as bullet points but please ensure that
you directly reference the skills and knowledge outlined in the Role Description.

How do you demonstrate the values of ?

The way we work at is built on the values outlined in the Role Description.
Please provide examples of how you have demonstrated these values in your work or everyday life.
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Accessibility

is committed to ensuring that all applicants can access the application and selection process
forthis role. Please details in the box below any adjustments you will require to be made to the selection process
(including interviews) should your application be progressed to the next stage.

References

Any offer of a role will be subject to receipt of two satisfactory references. Please provide the details of two
referees. Your first referee must be your current or most recent employer. Your second referee should be a different
employer, representative of an organisation in which you volunteer or have volunteered or a representative of

an educational establishment. Personal references should only be given where there is no previous employer,
voluntary organisation or educational establishment to which reference can be made.

First Referee Second Referee

Email address

Telephone

Postal address

Relationship to you

Permission to contact
prior to appointment
if offered a position?
(yes/no)

Declaration
| give my consent to the storage of personal data contained within this form for the purposes only of this
application process.

| can confirm and declare that the information provided on the form, to the best of my knowledge is complete,
accurate and not misleading.

Signature

Date
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APPENDIX 36

Director Appointment Letter — Template

To be sent on receipt of signed statement of good character, satisfactory DBS Check and references.

Confirmation of appointment for the post of at
Dear ,

[ write to confirm your appointment as Director of with effect from .Subjectto the
relevant Articles, you shall serve for a maximum of three terms of three years.

At the expiry of your first termin [ J and subject to Board approval and your continued eligibility, you shall be
eligible for reappointment for a further three-year term if you offer yourself for reappointment on or before

1 January/ I.If reappointed, at the expiry of your second termin/ J and subject to Board approval and your
continued eligibility, you shall be eligible for reappointment for a further three-year term if you offer yourself for
reappointment on or before 1 January

[ have set out below a number of matters which should be brought to your attention.

1.  During the period of your appointment, you will be obliged to comply with the Code
of Conduct, a copy of which is enclosed. Please let me know if you require any clarification on any of the
provisions of the Code. Could you please sign and return this to me.

2. One of the provisions of the Code of Conduct is a requirement to declare any actual or perceived interest(s)
which will or may come into conflict with those of has an annual
declaration of interests process but you should notify me of any relevant interest(s) as and when they
arise. Could you please complete and return the enclosed declaration of interests form.

3. Youshall exercise such powers and perform such duties as are appropriate to your role as a Director of
as specified within the Articles and the Companies Act 2006.

4.  Youwill be expected to devote such time as is necessary for the proper performance of your duties as a
Director. holds [ ] Board meetings per season which usually commence at at

Additional meetings may be held if circumstances require and you should make every effort to attend. A
copy of the agenda and reports for Board meetings will be sent to you approximately 7 days before the
meeting. The schedule of meetings for the current year is:

5. has taken out Directors’ and officers' liability insurance which will provide cover in
respect of certain liabilities which may arise from your role as a Director. In addition,
provides an indemnity to its Directors to the extent permitted by law.

6.  Youmay be required to serve on one or more committees of the Board. You will be provided with the
relevant terms of reference on your appointment to such a committee.

7. maintains a profile of the collective skills, knowledge and experience of its Directors.
Could you please complete and return the enclosed skills matrix questionnaire.

8. Aninduction session will be arranged at . This will provide the opportunity for you
to meet with the members of Board and staff of who will provide an overview of the

business. | will contact you to discuss the proposed induction to make sure that it is tailored towards your
particular requirements.
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If you are willing to accept these terms of appointment, please confirm your acceptance by signing and returning
to me the enclosed copy of this letter. All documents can be returned by post to:

[Name and address]
Alternatively, scanned versions may be e-mailed to [email address].

By signing this letter you consent to [County FA name] holding and processing information about you for legal,
personnel, administrative and management purposes and in particular to the processing of any sensitive personal
data (as defined in the Data Protection Act 1998).

Yours sincerely,

[Name]
Company Secretary

Forand on behalf of [County FA name]

Enclosures:

o The[ ] Annual Report and Financial Statements;

o Board minutes from the previous 3 meetings;

« Declarations of interest form — please complete and return;
o Code of Conduct —please sign and return;

« Skills Matrix Questionnaire — please complete and return.

Signature
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APPENDIX 37

Equality and Diversity Monitoring Form

wants to meet the aims and commitments set out in its equality policy. This includes
not discriminating under the Equality Act 2010 and building an accurate picture of the make-up of the workforce in
encouraging equality and diversity.

The organisation needs your help and co-operation to enable it to do this, but filling in this form is voluntary.

Please be assured that any information disclosed on this form will not be shared with the recruitment panel for the
role you are applying for and will used only by the tostore
and process anonymised diversity data for the purpose of ensuring equality of opportunity.

Gender (Please tick the appropriate box)

Man Woman Intersex Non-binary Prefer not to say
[] [] [] [] []

If you prefer to use your own term, please Specify Nere ...

Are you married or in a civil partnership? (Please tick the appropriate box)

Yes I:l No I:l Prefer not to say I:l

Age 16-24 25-29 30-34 35-39 40-44 45-49
(Please

(Prease [] [] [] [] [] []
appropriate

box) 50-54 55-59 60-64 65+ Prefer not to say

[] [] [] [] []

What is your ethnicity?

Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive
you belong. Please tick the appropriate box

White
English || Welsh [ ] Scottish [ | Northern Irish | | rish [ ]
British |:| Gypsy or Irish Traveller |:| Prefer not to say |:|

Any other white background, please WIte iN.......... s
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Mixed/multiple ethnic groups

White and Black Caribbean |:| White and Black African |:| White and Asian |:|

Prefer not to say I:l

Any other mixed background, PIEASE WITTE INM. ...

Asian/Asian British

Indian I:l Pakistani I:l Bangladeshi I:l Chinese I:l Prefer not to say I:l

Any other Asian background, please write in

Black/African/Caribbean/Black British

African |:| Caribbean I:l Prefer not to say I:l

Any other Black/African/Caribbean background, please write in......................

Other ethnic group
Arab I:l Prefer not to say D

Any other ethnic group, please write in

Do you consider yourself to have a disability or health condition? (Please tick the appropriate box)
Yes I:l No I:l Prefer not to say I:l

What is the effect orimpact of your disability or health condition on your ability to give your best at work?

PlOASE W N NI et oo

The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then
please discuss this with your manager, or the manager running the recruitment process if you are a job applicant.

What is your sexuval orientation? (Please tick the appropriate box)

Heterosexual |:| Gay |:| Lesbian |:| Bisexual |:| Prefer not to say |:|

If you prefer to use your own term, please SPECITY NI ..o

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 317



What is your religion or belief? (Please tick the appropriate box)

Noreligionorbelief | |  Buddhist [ ]  Christan [ | Hindu [ ] Jewish [ ]
Muslim I:l Sikh I:l Prefer not to say I:l

If other religion Or Delief, PIEASE WITTE iMoo

What is your current working pattern? (Please tick the appropriate box)

Full-time |:| Part-time |:| Prefer not to say |:|

What is your flexible working arrangement? (Please tick the appropriate box)

None I:l Flexi-time I:l Staggered hours I:l Term-time hours I:l

Annualised hours |:| Job-share |:| Flexible shifts |:| Compressed hours |:|

Homeworking I:l Prefer not to say D

[ OtNEE, PIEASE WITEE IN e e

Do you have caring responsibilities? (Please tick all that apply)

None [ ] Primary carer ofachild/ [ ]| Primary carer of disabled
children (under 18) child/children

Primary carer of disabled I:l Primary carer of I:l Secondary carer

adult (18 and over) older person (another person carries

out the main caring role)

Prefer not to say |:|
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APPENDIX 38

Example of Article for County FAs
to Co-opt Directors

The FA has been approached by a number of County FAs which have been considering how they could
complement the skill set of their current Board Directors with specific areas of expertise which may not be available
within their Council membership. One such mechanism is to enable a Board to co-opt Directors. Some County FAs
already provide for this within their Articles. Where this is not the case, a generic Article has been drafted which will
enable a County FA to co-opt additional Directors onto the Board to meet any identified gap in skills, knowledge or
experience. This is:

“Directors may co-opt, by a majority vote, additional Directors for specific areas of expertise. A co-opted
Director may participate fully in and vote at all Board meetings at which he or she is in attendance. Directors
co-opted onto the Board pursuant to this article may also be removed by a majority vote of the Directors.”

As with all proposed changes to the Articles, County FAs are advised to seek guidance from an appointed solicitor
to ensure that this generic Article works in a local context or is varied as may be appropriate.
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APPENDIX 39

County FA Succession Planning Guidance

Requirement 2.7 of the Code of Governance (see page 54) states that the Board shall have in place succession
plans for orderly appointments to the Board and to key positions within senior management.

This template is designed to record the County FA succession plan for the Board, CEO and key senior
management posts.

BOARD DIRECTORS AND CEO

1. Dates of terms of Board Directors
The table below sets out the terms of each Director on the Board of

Director Name Type Appointed date End of term date Current term
(Chair, Nominee,
Independent)
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2. Timing of expected vacancies and skills gaps

The table below is intended to assist the Nomination and Appointment Committee (or Board) to identify in good
time where vacancies arise and to note potential skills gaps that will result informed by the skills audit process.

When the term of an individual with key knowledge about the County FA is due to come to an end, a plan should be
put in place for information sharing and handover.

The table may also be of use if there is an unforeseen change to the Board.

Board
member

Date vacancy
will arise

Date for
recruitment
and handover
planning to
begin

Possible
reappointment
or extension?
(Y/N) Add
comments

Potential
skills gaps
arising from
exit

Committee
roles held
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3.

Emergency action plan for departure of Chair or CEO (or extended absence)

The table below provides examples of the actions which may be included in a typical process which can
be edited as required.

Immediate Action Responsibility Timescale
Agree on who will be the spokesperson for the County FA Chair for CEQ; Week 1
and liaison with The FA Board for Chair

Agree a communication plan for key funders and Board (supported by CEO Week 1
stakeholders, including staff and contractors and senior management)

Identify interim cover for the Chair or CEO with support Board Week 2/3
from the Senior Regional Manager

Define the interim Chair or CEQ'’s responsibilities authority Board Week 2/3
and decision-making limitations

Identify Board support for and supervision of the interim Board Week 2/3
Chair or CEO

Start recruitment process (where applicable) for new Board Week 2/3
Chair or CEO

Confirm whether the Chair or CEO will return to their post Board Week 4

4.

Emergency action plan for departure (or extended absence) of a Director with

specific responsibility which risks the Board breaching the provisions of the
Articles (e.g. number of Nominated Directors).

The table below provides examples of the actions which may be included in a typical process which can
be edited as required.

Immediate Action Responsibility Timescale
Agree on the legal position in relation to articles of Chair with legal advice Week 1
Association or Terms of Reference

Agree a communication plan for key funders and Board (supported by CEQ Week 1
stakeholders, including staff and contractors and senior management)

Identify interim cover Board Week 2/3
Define the interim Director’s responsibilities authority Board Week 2/3
and decision-making limitations

Identify Board support for and supervision of the Board Week 2/3

interim Director
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Immediate Action Responsibility Timescale

Start recruitment process (where applicable) Board Week 2/3
for new Board Director

Communicate plan more widely Board Week 4

5. Development priorities of the Board based on succession needs
Edit the table as required with reference to the Board Skills Matrix

Area of expertise Date when skills gap may arise Agreed action
due to departure of Board
Director
Code of Governance Induction training for new
Directors
Board Safeguarding Champion FA training course
Role
HR Recruit an addition Board Director
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SENIOR MANAGEMENT

In addition to Succession planning for the Board and CEQ, it is a requirement of the Code of Governance that
succession plans are in place for key posts within the senior management. Unlike Board Directors the timing
can be less predictable.

6. Senior Management

The table below can be used to identify potential risks should key posts become vacant and plan to mitigate those
risks through development planning via the PDR process.

Post Current Potential Potential skills Plan to mitigate
postholder successor(s) gap(s) arising (including
who currently from exit of training and
possess the current post development
relevant skills holder of other staff
and knowledge members)

7. Budget Commitment
The following budget was been allocated for succession planning, including recruitment costs and training.

(In addition to training costs, this may include advertising and interview panel expenses)

8. Approval and Review
This succession plan has been considered and approved by the Board of

Signed by the Chair
Signature Name
Position Date

Date for next review
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APPENDIX 40

Director’s Declaration of Good Character

Introduction Director’s declaration
Requirement 2.10 of the Code (see page 56) Attached to this note is a template Director’s
provides that: declaration.
“No individual shall be appointed as a Director It has been drafted with the objective of the
until he or she has provided to the association a requirement, namely that County Football
declaration of good character”, Associations should operate with integrity, firmly in

The commentary to this requirement states: mind. It therefore asks factual questions intended to
demonstrate the integrity of the individual.
“Operating with integrity and transparency is a
key element in this Code and asking individuals
to complete a declaration of good character
provides the Board with additional information
concerning the individual’s conduct which
enables them to determine if the candidate

would be a suitable appointment.

The Code does not require Associations to undertake
extensive checks or verification of the individuals’
declarations. Likewise, the Code does not require
that answers in the negative should bar an individual
from becoming a Director. In this situation, itis
recommended that the Association should consider the
responses and if appropriate seek further information
Some Associations already require Directors in order to make an informed decision about whether
to complete a similar declaration before the individual is suitable to be a Director.
appointment, and this is considered good

practice. We will consider current sector practice

and issue further guidance on the recommended

content of the declarations.”

This purpose of this note is to set out the further
guidance referred to in the commentary.
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[INSERT COUNTY FA NAME]
(THE “COMPANY")
DECLARATION OF GOOD CHARACTER

e ey declare that:

1. lam/amnot* subject to a sanction, suspension, ban or other form of disqualification from, or in connection
with, my involvement in: (i) the administration of sport; (i) sport as a participant; and/or (iii) work as a
sports agent/intermediary/other representative, in each case by any sports governing body (or similar
body);

2. lam/amnot* subject to a sanction, suspension or ban or other form of disqualification or striking-off by
a professional body (including, but not limited to, the Solicitor’s Regulation Authority, Bar Council, the
Institute of Chartered Accountants or equivalent bodies in other jurisdictions);

3. Ido/donot* have an unspent conviction by a court of competent jurisdiction anywhere in the world in
respect of any offence involving fraud, dishonesty, corruption, perverting the course of justice or which
constitutes a serious breach of the Companies Act 1985 or Companies Act 2006;

4. lam/am not* required to notify the police of personal information in accordance with the Sex Offenders
Act 2003 or equivalent legislation in any other jurisdiction nor have | been included on the Violent and Sex
Offender Register or equivalent register in any other jurisdiction;

5. lam/am not* subject to a disqualification order as a Director of a company and there are no other
circumstances which could result in me being prohibited by law from being a Director of a company; and

6.  lam/am not* subject to a bankruptcy order, an individual voluntary arrangement, debt relief order,
Bankruptcy Restriction Order, Interim Bankruptcy Restriction Order, administration or enforcement
restriction order or any arrangement in any other jurisdiction that has substantially similar effect

7. lam/am not* subject to any pending or threatened investigation, legal proceedings or actions conducted
by the police, government agency or body, professional body, sports governing body or other competent
authority in respect of any matters set out in this declaration.

| declare that the contents of this declaration and any other information | have given or will give in connection
with any of the above declarations, are (and when given, will be) true, complete and accurate to the best of my
knowledge, information and belief.

I understand my obligation to notify the Company in the event that any of the above information proves to be or
becomes inaccurate or misleading.

*delete as appropriate

[N E= L0 [ DAL
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APPENDIX 41

Example of Induction Checklist for Directors

County FAs are advised to utilise The FA County FA Code of Governance toolkit resources to assist in creating an
induction pack for new Directors and existing Directors where they have not been inducted

Welcome and introduction

Activity With Whom When

Welcome and introduction to the Board Chair At appointment

Complete Declaration of Good Character Chair At appointment

template

Tour of site Chair At appointment
Governance

Activity With Whom When

Provide Articles of Association Chair Post-appointment

Provide Standing Orders Chair Post-appointment

Provide Corporate Governance structure Chair Post-appointment

(Board, Council and Committees) and
explain roles, responsibilities, hierarchy and
decision-making procedures

Provide Organogram and explain
departmental structure and hierarchy

Chair/Chief Executive Officer

Post-appointment

Explanation of function and services:

o History of organisation
« Vision and mission
« Ethics, values, and philosophy

« Terminology, jargon and glossary of
company-specific terms

Chair/Chief Executive Officer

Post-appointment
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Role and responsibilities

Activity With Whom When

Role description Chair Pre-appointment
Explainrole of the Chair, Chair Post-appointment
Vice Chair and Senior non-executive

Director

Companies Act 2006 Duties of a Director Chair/Regional Manager Post-appointment
Safeguarding Operating Standard Chair/Chief Executive Officer Post-appointment

Commitment Statement and associated
training requirements and dates

Board Handbook Chair/Chief Executive Officer Post-appointment

Committees (if expected to sit Chair/Chief Executive Officer Post-appointment
on any Committees)

Initial discussion regarding contribution Chair/Chief Executive Officer Post-appointment
Outline of appraisal/review process Chair/Chief Executive Officer Post-appointment
Director skills diagnostic Chair/Chief Executive Officer Post-appointment
Training opportunities Chair/Chief Executive Officer Post-appointment

Internal relationships

Activity With Whom When

Outline of each functional area of the Chief Executive Officer Post-appointment
company

Introduction to senior staff Chief Executive Officer Post-appointment
Senior Management Team meeting Chief Executive Officer Post-appointment
Pen portraits, photos and contact details of Chair Post-appointment
Board and Committee members

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 328




Strategic Planning and delivery

Activity With Whom When

Provide Business Strategy Chair/Chief Executive Officer Post-appointment
Provide annual Operational Plan Chair/Chief Executive Officer Post-appointment
Provide Annual Report Chair/Chief Executive Officer Post-appointment
Provide Balanced Scorecard and review Chair/Chief Executive Officer Post-appointment
performance against objectives

Policies and procedures

Activity With Whom When

Provide policies and procedures Chief Executive Officer Post-appointment
(as appropriate), e.g.:
« Expenses
o Conflict of interest
o Code of conduct
o Safeguarding
« Whistleblowing
« Finance and audit
« Board and Committee Evaluation
o Board Training
o Board Stakeholder Engagement Policy
« Board Recruitment
o Complaints procedure
« Gifts and Hospitality Register
 Bribery Prevention, Gifts and
Hospitality
« Internet, Email and Social Media
« Equality Policy
« Grievance Policy
« Data Protection Policy
o Anti-Fraud and Anti-Corruption
« Healthand Safety
o Risk Management
« Information Technology
o Customer Charter
« Human Resource
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Meetings and Communications:

Activity With Whom When

List of dates of forthcoming Board Chair/Chief Executive Officer Post-appointment
meetings

List of dates of forthcoming Committee Chair/Chief Executive Officer Post-appointment
meetings

Face-to-face meetings with key Chair/Chief Executive Officer Post-appointment

stakeholders:

« Along serving Director
o Arelatively new Director

« Chair of Committee(s) that the Director
will be represented on

« Senior Management Team

« Knowledgeable volunteer, i.e. Key club,
league and volunteer stakeholders

« The FA Regional Manager

Overview of The FA The FA Regional Manager

Programme of meetings with key Chair/Chief Executive Officer Post-appointment
stakeholders including clubs, leagues
and volunteers

Provide Communications Plan and Chair/Chief Executive Officer Post-appointment
overview website content and social media
channels

Financial management:

Activity With Whom When
Provide copy of: Finance Director and Finance Post-appointment
officer

o Profitand Loss as per Management
Accounts (Actual v Budget)

o Latest Balance Sheet as per
Management Accounts

« Date these accounts cover (i.e.as at 30
September)

« Copy of the Budget Profit & Loss for this
current financial year.

« Confirm current Cash At Bank figure,
as detailed in the latest Management
accounts and liabilities
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APPENDIX 42

County FA Board Director Appraisal -

Template
Name Role title
Start date inrole Appraiser Name

Board Director Appraisals

Itis a requirement of the Code of Governance (see Requirement 4.1) that the Board, led by the Chair, carries
out an annual evaluation of the performance of individual Directors. This template is designed to assist with the

appraisal process for Directors.

1. Attendance

Total Board meetings held this season Actual number of Board meetings attended

2. Committees and other areas of work

List any County FA committees or specific areas of responsibility you have held this season

What, in your view, has gone well?
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Outline any areas of concern

3. Skills, knowledge and qualifications

In the table below, list any skills, knowledge or qualifications you have acquired this season. (This information will
be used to update the Board skills matrix and succession plan.)

Skills Knowledge Qualifications

4. Wellbeing and time commitment

In order to ensure that you are able to contribute effectively in your role as a Director, you should discuss any
concerns you have regarding your time commitments and any changes to your circumstances which limit your
capacity to carry out your duties.

Are there any changes to your circumstances which affect your time commitment to your role as a
Director on the Board?
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State any concerns you have about your capacity to carry out your duties as a Director in the coming
season?

5. Personal Development Plan

The Chair and Director should discuss, agree and record the Director’s development plan for the season ahead.
This should address individual learning needs but should also be aligned to the Board succession plan and strategic

requirements of the business.

Development area | Agreed solution Completion date
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6. Summary of Performance

The Director and Chair should each provide a brief evaluation summary of the Director’s performance over the
season and any actions required to improve performance.

Director’s summary

Chair’s summary

Director’s signature Chair’s signature
Date Date
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APPENDIX 43

ICSA Guidance Note:
Specimen Conflict of Interest Policy,
Declaration Form and Register of Interests
for Charity Trustees

This Appendix is reproduced by kind permission of the Institute of Chartered Secretaries (ICSA).
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Icsa

Trust through governance

Guidance note

Specimen conflict of interest
policy, declaration form and
register of interests for charity
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Introduction

This guidance note covers registered charities in England and Wales. Whilst principles of
good governance transcends national borders, it is important to bear in mind the specific
differences in charity legislation for those charities operating in Scotland, Northern
Ireland, and elsewhere.

This guidance note has been drafted to reflect the findings of the Charity Commission
and ICSA's review project into the governance arrangements in newly registered charities.’
The information in this document expands upon, and consolidates, the principles
highlighted in Good governance: A code for the voluntary and community sector.?

For the purpose of this guidance note, it is assumed that the charity employs staff
including a charity secretary, or other governance and compliance professional, who is not
the chief executive officer.

1 Please see the ICSA website
2 This can be downloaded from www.governancecode.org/
3 Further details on the role of the charity secretary can be found in an ICSA guidance note of the same title.

If you have any feedback on the content of these resources, or additional questions that you'd like to discuss,
please contact the ICSA information centre: 020 7612 7035 | informationcentre@icsa.org.uk

© ICSA, 2014

The information given in this guidance note is provided in good faith with the intention of furthering the understanding of the subject
matter. While we believe the information to be accurate at the time of publication, ICSA and its staff cannot, however, accept any liability
for any loss or damage occasioned by any person or organisation acting or refraining from action as a result of any views expressed therein.
If the reader has any specific doubts or concerns about the subject matter they are advised to seek legal advice based on the circumstances
of their own situation.
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Overall purpose
Benefits of being a trustee

Whilst the role of trustee is a serious duty, there are various positive aspects to the role
that can help an individual on a personal and professional basis:

e the knowledge that you are contributing to a worthwhile cause

e building self-confidence and experience of committee work

e acquiring new skills — personal and professional — through training and information and
sharing

¢ the enjoyment to be had from working with a group of individuals from different
backgrounds who share a similar passion for a particular cause.

The role of charity trustee is one that can offer considerable satisfaction, challenges and
experiences, but it should not be forgotten that the position can be quite onerous and
require a significant time commitment.

The aim of this guidance note is to provide charities with guidance on how to recognise
and manage perceived and real conflicts of interest amongst members of the trustee
board. It offers a generic model document that can be amended to suit the needs of
individual organisations, whilst addressing the fundamental issues that arise from real and
perceived conflicts of interest.

It should be noted that the benefit derived by those trustees who are users of the charity’s

services should not be over and above that received by any other user or beneficiary of
the charity.
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What is a conflict of interest?

Trustees have a duty under common law to act in the best interests of the charities
they serve. Trustees, generally, should not benefit from the charity and should not be
influenced by their wider interests when making decisions affecting the charity. For
charitable companies, trustees have a legal duty to avoid conflicts of interest under
s175 of the Companies Act 2006.

A conflict of interest can be defined as:

“...any situation in which a trustee’s personal interests or responsibilities they owe
to another body, may, or may appear to influence the trustee’s decision making.”*

1

incompatible or in competition with the interests of the charity. Such situations present a
risk that trustees will make decisions based on these external influences, rather than the
best interests of the charity.

Conflicts of interest arise when the interests of trustees, or “connected persons”,” are

The most common types of conflict include:

e direct financial interest - when a trustee obtains a direct financial benefit via:
O the payment of a salary to a trustee by the charity
o the award of a contract to a company with which a trustee is involved
O the sale of property at below market value to a trustee
e indirect financial interest - this arises when a close relative of a trustee benefits from
the charity:
o the awarding of an employment contract to a trustee’s spouse; and
O making a grant to a trustee’s dependent child

4 Page 8,Charitable Museums and Galleries: A guide to conflicts of interest policies, trustee benefits and transactions between trustees
and charities, a joint publication of the Department of Culture, Media and Sport and the Charity Commission, 2008.

5 5.188 Charities Act 2011 defines a “connected” person as:
a) achild, parent, grandchild, grandparent, brother or sister of a trustee;

b)  spouse or civil partner of trustee, or of (a) above;

C)  business partner of trustee or (a) or (b);

d) institution controlled i) by trustee or (a), (b), or (c) above or ii) by two or more persons falling within i) when taken together ;

e) a body corporate which i) the trustee or connected person in (a) to (c) has a substantial interest or, ii) two or more persons falling

within i) when taken together have a substantial interest.
Trustees seeking to sell land or other property belonging to the charity should refer to s.118 of the Charities Act 2011 for a further
definition of ‘connected persons’ in relation to these transactions. For trustees of charitable companies the definition of ‘connected
persons’ is slightly different and readers should refer to 5.252 of the Companies Act 2006.
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e non-financial or personal conflicts — occur where trustees receive no financial benefit,
but are influenced by external factors:
o influencing board decisions on service provision to their own advantage, perhaps

because they use the charity’s service themselves or care for someone who does

O to gain some other intangible benefit or kudos
o awarding contracts to friends

e conflicts of loyalties - trustees may have competing loyalties between the charity to
which they owe a primary duty and some other person or entity.

It is, therefore, essential that all trustees are fully aware of their duties and responsibilities
and that when acting as a trustee they must act in the best interests of the charity alone.

The interests of the beneficiaries and those of the charity will - for the most part - be
consistent or complementary, but on the occasions where a conflict does arise, the
responsibility of all the trustees is to the charity. This includes any access that all trustees
may gain to confidential or privileged information by virtue of their trusteeship. All
trustees should remain alert to the fact that whatever information they acquire in their
role should remain confidential and not be used to the advantage of themselves, an
external individual, or entity.

Occasionally there may be cases where an apparent conflict is actually in the
organisation’s best interests. While the trustees may well act with integrity, the mere
appearance of a conflict can be damaging to both the charity and the trustees, so
conflicts need to be managed effectively.

Where a charity operates a code of conduct for trustees, it is essential that the document
is consistent with and supports the conflicts of interest policy and vice versa.

Identifying potential conflicts of interest

A key means of preventing conflicts of interest from affecting decision-making is to
identify potential conflicts in advance. This gives trustees time to consider the implications
and to respond appropriately. To ensure that trustees remain in an optimal position to
manage any real or perceived conflict, it should be standard practice to ask for any such
declarations at the start of each trustee meeting.
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By asking trustees to declare their interests and keeping a register of such interests,
organisations can monitor potential conflicts of interests on a continuous basis. A policy
on the management of conflicts of interest will inform trustees how any conflict will be
dealt with and provide a framework for the board when conflicts arise.

Managing conflicts

The majority of trustees have a multiplicity of interests, personal, domestic and
professional that may, on occasion, compete with those of the charity. It is almost
impossible to avoid conflicts altogether, particularly in the context of charities seeking to
appoint trustees with skills and experience of the wider economic community.

If conflicts cannot be avoided, they need to be managed effectively. Organisations
should consider developing a policy relating to conflicts of interest and implementing it
consistently and transparently.

Declaration of interests

Potential and new trustees should be informed that they will be expected to declare their
interests on appointment and subsequently, when they arise. They should also be provided
with a copy of the conflicts of interest policy, preferably before appointment. If the potential
trustee is concerned about a possible conflict of interest, they should view the policy and
discuss the matter with the charity secretary before agreeing to take up the position.

On appointment, trustees should be asked to complete a declaration of interests. New
trustees may be uncertain as to what comes under this heading (in which case they
should consult the charity secretary), but as they gain more experience on the board,
their understanding of exactly what constitutes a potential conflict will develop. The
declaration of interests needs to be updated when material changes occur, and reviewed
on a regular basis — at least annually.

When asking trustees to complete a declaration of interests, the following areas should
be considered:

e employment
e any previous employment in which the trustee still has a financial, or other, interest
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* any other appointments (voluntary or otherwise) e.g. trusteeships, directorships, local
authority membership, tribunals

e professional and organisational membership

e membership of any special interest groups

* investments in unlisted companies, partnerships and other forms of business

e major shareholdings (charities may set a figure here, e.g. more than 1% or 5% of
issued capital) and beneficial interests

e gifts or hospitality offered to the trustee by external bodies and whether this was
declined or accepted

e family connections where relevant, such as the trustee’s spouse/partner working for a
similar organisation or funder

e using, or caring for a user of, the organisation’s services

e any contractual relationship between the trustee or a connected person and the charity
or its subsidiary.

The level of detail required in the register may depend on:

e the size and culture of the organisation
e the likelihood of a conflict arising
e the potential damage that could be caused by a conflict.

All charities and not-for-profit organisations are accountable to a range of stakeholders
and should consider conflicts of interest carefully. Those working in sensitive areas,
involved with large sums of money, or subject to a high level of scrutiny, may need to
be extra vigilant. Organisations will need to find a balance between accountability and
unwarranted intrusion into the affairs of their trustees.

Register of interests
The completed declarations should be returned to the charity secretary, who will be
responsible for keeping the register of interests up to date. A model register can be

found below.

Charities will need to consider whether the register of interests is kept as a confidential
document, to be maintained and monitored by the charity secretary and accessible
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only to the chairman of the trustees and chief executive; or whether to allow greater
access. Public access to the register would further the interests of accountability and
transparency, as well as demonstrating that the charity is following best practice in
relation to managing conflicts of interest.

There may be sections of the declaration, or levels of detail within certain sections, which
trustees may want and decide to keep confidential. For example, trustees of a women’s’
refuge may wish to keep their home or business addresses confidential. The requirement
that the whole register be publicly available may serve as a disincentive to trustees joining
the board, or declaring their full range of interests. Possible compromises include:

e arranging for some sections of the register to be publicly available, whilst maintaining
the confidentiality of other sections

* making sections of the register accessible to the organisation’s membership, again
maintaining the confidentiality of the remaining sections

e making the complete register available to all trustees.

When a conflict of interest does arise, it is the responsibility of the trustee in question

to declare such a conflict to the board. If he or she fails to do so, the chairman of the
trustees or charity secretary should declare the conflict. It is advisable at the start of board
and committee meetings to request the declaration of any interests in relation to any
item covered on the meeting agenda, ensuring that appropriate action can be taken and
formal records made.

Dangers of conflicts of interest

If trustees allow factors such as other external interests to influence their decision-making,
they may make decisions that are not in the charity’s best interest. This could be costly

to them and damage the work and reputation of the charity. The most common dangers
arising out of a conflict of interest are:

poor decision-making

legal challenge

loss of trust within the boardroom

reputational damage, including a reduction in donations, volunteers and public support.
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Trustees acting outside the terms of their governing document, without permission
from the courts or the Charity Commission, will be in breach of trust. Relief from such
breaches, however, may be available to those where such a breach occurs even though
the trustees have acted as reasonable and ‘prudent men of business’, seeking and
following appropriate professional advice.®

A breach of trust will occur if a trustee knowingly accepts a benefit from the charity
without proper authority. Such authority may come from legislation, the Charity
Commission, the courts, or the charity’s governing document. If the transaction is
challenged (e.g. by the Charity Commission, or another interested party) and found to be
invalid, the trustee could be required to pay back any benefit received, or become liable
for any loss incurred by the charity.

Governance

Within the board itself, poorly managed conflicts of interest will harm working
relationships, adversely affecting free discussion. Where a trustee is known to have an
interest in a decision, the remaining trustees may feel under pressure, whether express,
implied or simply imagined, to decide in the interests of their fellow trustee. Alternatively
they may resent the interest of the other trustee and vote against it, even when following
the trustee’s interest may be the best course of action for the charity. In both cases,

the trustees’ primary consideration has been a trustee’s interest, not that of the charity.
Developing and applying a conflicts of interest policy is therefore key to managing such
conflicts in an open and transparent manner.

Even where the governing board is able to make decisions free of these emotional
influences, they may feel uncomfortable speaking against the trustee’s interests in a
trustee meeting, or lose confidence in the ability of the trustee in question to make
decisions free of external influence. Such problems may undermine the trustee board’s
ability to function effectively as a decision-making group.

Where the trustee board is presented with a conflict of interest, the interest should be
declared, the trustee(s) involved should remove themselves from the discussion.” The
conflict and action taken to manage it should be recorded in the minutes. Where the

6  S191 Charities Act 2011 provides the Charity Commission with the power to relieve trustees of a personal liability resulting from a breach
of trust where the trustee “...has acted honestly, and reasonably and ought fairly to be excused...”.

7  Except where a charitable company has an authorisation clause within its governing document permitting the trustees to authorise
certain conflicts.
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trustee has withdrawn from the meeting, steps should be taken to ensure that any details
of the discussion relating to the conflict of interest are not divulged. This could be done via
the use of printing sensitive items on separate, different coloured paper® and circulated to
those trustees free from the conflict. This should enable the conflicted trustee to continue
to exercise their responsibility in all other aspects of the trustees’ duties by receiving minutes
of meetings, without gaining access to information relating to the conflict.

Adverse publicity

Even where trustees have acted in the best interests of the charity, those outside the
trustee board may gain an impression, or mere suspicion, that the trustees acted in their
own interest. Accurate or otherwise, such an impression could damage the reputation of
the charity and trustees.

Such publicity may be so adverse that it demands a response from the charity, for example
because of interest from the media, a funder or regulator. The charity will then need to
invest time and energy in justifying its actions and defending its reputation, deflecting
resources and attention from its objectives.

Company law requirements

Director/trustees® of charitable companies, or of a charity’s subsidiary company, will be
subject to the provisions of the Companies Act 2006 in relation to conflicts of interest and
how they are managed.'? Specifically, directors have a duty to:

e exercise independent judgment’
e avoid conflicts of interest'?
* not to accept benefits from third parties'?

8  For electronic versions, the minutes relating to the conflict of interest should be emailed under a separate cover to those trustees not
affected by the conflict, as a discrete document in its own right, or saved in an area where it can only be accessed by those entitled to see it.

9  Those responsible for the governance of a charitable company have dual responsibilities under companies and charities legislation. To
emphasise the dual nature, this guide will use the term ‘director/trustee’. Further information on directors’ duties can be found in ICSA
guidance note on the Role and Duties of Trustees, and Directors’ Duties for Charitable Companies, and the ICSA Solutions guide to
companies limited by guarantee.

10 For charitable companies wanting to authorise a conflict of interest of a trustee/director, an appropriate clause in the company’s articles
of association will be required. Wording for such a clause can be found in the Charity Commission’s model articles of association for a
charitable company — GD1.

11 5. 173 Companies Act 2006.

12 5. 175, Companies Act 2006. This however, is modified for charitable companies by 5.181 of the same Act.

13 5. 176, Companies Act 2006.
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e declare any interest in a proposed transaction or arrangement'#
e declare any interest in an existing transaction or arrangement.'

s. 175 Companies Act 2006 provides directors with the power to authorise certain
conflicts of interests by provisions in the articles of association. Any charitable company
wishing to take advantage of such a power will need to give due regard to what types
of conflict it should cover. Any amendment to the articles that permits the directors,
members or connected persons to benefit from the charity is a ‘requlated alteration” and
would require the prior approval of the Charity Commission. '

If the board of a charitable company exceeds its constitutional powers in entering into

a transaction with a director/trustee (or someone connected to a director/trustee),

the transaction may be declared void. Where a director fails to declare an interest in a
proposed transaction, the director may be liable to a fine. The directors/trustees involved
in the transaction, including those who authorised it, may be required to return any gains
to the company or to make good any losses incurred.!’

Company legislation imposes limitations and prohibitions on certain conflicts of interest.
ss. 190 to 196 of the Companies Act 2006 limit substantial property transactions between
companies and their directors and people connected with the directors:'®

e if the value is greater than £5000 or 10% of the company’s net assets; or
e the total value of the property is greater than £100,000 the transaction requires the
prior approval of the membership by a resolution in a general meeting

14 s. 177, Companies Act 2006.

15 5. 182, Companies Act 2006.

16 5. 198 Charities Act 2011.

17 s.41 of the Companies Act 2006.

18 A “connected person” to a director is defined in s252(2) of the Companies Act 2006 as:

a) members of the directors’ family (s253 defines these as — spouse or civil partner; any other person with whom the director lives as a
partner in an enduring family relationship, and that partners’ children or step-children under 18 years of age; children or step-
children of the director and their partner or spouse; directors’ parents);

b) abody corporate with which the director is connected;

C) a person acting in his capacity as a trustee of a trust — i) the beneficiaries of which include the director or a person who by virtue of
(a) or (b) is connected with him, or ii) the terms of which confer a power on the trustees that may be exercised for the benefit of the
director or any such person, other than a trust for the purposes of an employees’ share scheme or pension scheme;

d) a person acting in his capacity as a partner — i) of the director, or ii) of a person who by virtue of (a) to (c) is connected with that director;

e) a firm that is a legal person under the law by which it is governed and in which - i) the director is a partner, i) a partner is a person
who by virtue of (a) to (c) is connected with the director, or iii) a partner is a firm in which the director is a partner or in which there
is a partner who by virtue of (a), (b) or (c) is connected with the director.
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Under ss. 197 — 223 of the Companies Act 2006, companies are prohibited from:

e making loans or giving similar financial assistance to directors; and
e giving guarantees or other forms of security in order to enable a director to obtain a loan.

The prohibition does not apply to advance payment of reasonable out-of-pocket expenses
that directors/trustees incur in the course of their work on behalf of the charity. This
provision could impact on charitable companies that provide ‘social loans’ or venture
capital to new businesses where the organisation’s users are board members. There

is however, a special exemption for loans made by ‘money-lending’ companies in the
ordinary course of their business.

Statement of Recommended Practice (Charities) 2005'°

Under paragraph 226 of the Charities SORP, trustees (and connected persons) receiving
any benefit or remuneration are required to regard such payment as material and must
disclose it in the charity’s annual report and accounts. Furthermore, paragraph 230(d)
states that where trustees have not received any remuneration this should be disclosed
too, as a means to promoting transparency in the governance of the charity.

A similar approach to declaring the reimbursement of all reasonable out-of-pocket
expenses for trustees would also represent best practice and support the promotion of
transparency within the charity.

Developing a policy on conflicts of interest

Conflicts of interest cannot be avoided altogether, so organisations should develop a
policy to manage them effectively, when they arise. The existence and application of

a conflicts of interest policy will serve as a means of demonstrating good practice and
governance under external scrutiny. A well-written and properly implemented policy will
support trustees in establishing that they have acted in the charity’s best interest.

19 More commonly referred to as the ‘Charities SORP’ or ‘SORP 2005'.
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A conflict of interest policy should address the most likely areas of conflict:

e how conflicts will be identified and managed
e the payment of trustees
e conflicts of loyalties.

Other elements of the policy will be determined by the nature of the organisation and its
governance structure. The policy should be appropriate for the work of the organisation.

In drafting and implementing a conflict of interest policy, it may be beneficial to develop
other policies on matters peripheral to managing such conflicts. For instance, a formal
expenses policy and statement on the giving and receiving of corporate hospitality and
gifts would provide clear and transparent guidance to trustees, staff and other interested
parties of the steps to be taken in these situations that would reinforce the principles of
avoiding conflicts of interest and the policy on managing them when they occur.?°

Data protection

The information held on a voluntary register of interests is subject to the provisions of
the Data Protection Act 1998. Certain conditions must be met in order to establish that
personal data has been processed fairly and lawfully. These conditions should not prove
too onerous providing the trustees are told:

e who is controlling the data
e why the information is being processed
e how often records will be updated

and:

e the individual has consented to the processing and that the processing is necessary for
the performance of a contract with the individual

® it is necessary to carry out public functions or to pursue the legitimate interests of the
data controller without prejudice to the interests of the individual.

20 Such model documents can be found on the ICSA website.
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Sensitive personal data, such as trade union membership, political opinions and religious
beliefs, may be processed but is subject to stricter criteria. In the case of the register of
interests, such information may be included with the explicit consent of the individual,
but organisations should consider carefully the level of detail they actually need in terms
of trustees’ interests.?’

Data should be accurate and kept up to date. Data controllers are expected to take
appropriate security measures to ensure that data is not unlawfully processed, lost or
damaged.

All organisations should make themselves aware of their responsibilities under data
protection legislation. Further information is available at www.ico.gov.uk.

It should be made clear to trustees why a register of interests is being developed and how
it will be used. This should include explanations as to what kind of information will be
recorded and whether any, or no part, of that information will be available to interested
members of the public, including stakeholders, members and other trustees.

21 There may be some occasions for certain charities undertaking specific activities, e.g. think-tanks, to note the membership of political
parties. Further professional guidance is recommended in such circumstances to ascertain the level of disclosure required and that it does
not impinge on the rights and privacy of the trustee concerned.
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Specimen conflicts of interest policy for charities
(England & Wales)

Please adapt the following model policy to suit the needs of your organisation.

This policy applies to [trustees] [trustees and directors] [trustees and senior staff] [trustees
and all staff].

Why we have a policy

Trustees have a legal obligation to act in the best interests of [name of the charity], and in
accordance with [the charity’s] governing document, and to avoid situations where there
may be a potential conflict of interest. [Staff and volunteers have similar obligations].

Conflicts of interests may arise where an individual’s personal or family interests and/or
loyalties conflict with those of [the charity]. Such conflicts may create problems; they can:

¢ inhibit free discussion
e result in decisions or actions that are not in the interests of [the charity]
e risk the impression that [the charity] has acted improperly.

The aim of this policy is to protect both the organisation and the individuals involved from
any appearance of impropriety.

The declaration of interests

Accordingly, we are asking [trustees] [trustees and senior staff] [trustees and all staff]

to declare their interests, and any gifts or hospitality offered and received in connection
with their role in [the charity]. A declaration of interests form is provided for this purpose,

listing the types of interest you should declare.

To be effective, the declaration of interests needs to be updated at least annually, and
when any material changes occur.
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If you are not sure what to declare, or whether/when your declaration needs to be
updated, please err on the side of caution. If you would like to discuss this issue, please
contact the charity secretary [or............ | for confidential guidance.

This register of interests shall be used to record all gifts of a value over [£xx] and
hospitality over [£xx]received by the trustees and staff.

Interests and gifts will be recorded on the charity’s register of interests, which will be
maintained by [the charity secretary]. The register will be accessible by [level of access,
noting any statutory requirements applicable].

Data protection

The information provided will be processed in accordance with data protection principles
as set out in the Data Protection Act 1998. Data will be processed only to ensure that
[trustees][trustees and senior staff]|[trustees and all staff] act in the best interests of [the
charity). The information provided will not be used for any other purpose.

What to do if you face a conflict of interest
If you believe you have a perceived or real conflict of interest you should:

e declare the interest at the earliest opportunity
e withdraw from discussions and decisions relating to the conflict.

The charity secretary should take special care to ensure that minutes or other documents
relating to the item presenting a conflict are appropriately redacted for the person facing
the conflict. A balance needs to be made to ensure that the person still receives sufficient
information about the activities of the charity generally without disclosing such sensitive
information that could place the individual in an untenable position.

If you are user of [the charity’s] services, or the carer of someone who uses [the charity’s]
services, you should not be involved in decisions that directly affect the service that you, or
the person you care for, receive(s). You should declare your interest at the earliest opportunity
and withdraw from any subsequent discussion, unless expressly invited to remain in order to
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provide information. In this case you may not participate in, or influence, the decision or any
vote on the matter. You will not be counted in the quorum for that part of the meeting and
must withdraw from the meeting during any vote on the conflicted item.

There are situations where you may participate in discussions from which you could
indirectly benefit, for example where the benefits are universal to all users, or where your
benefit is minimal. This action will be agreed by the chair and minuted accordingly.??

If you fail to declare an interest that is known to [the charity secretary] and/or [the chair of
the board,] the [charity secretary] or [chair] will declare that interest.

Decisions taken where a trustee or member of staff has an interest

In the event of the board having to decide upon a question in which a trustee or member
of staff has an interest, all decisions will be made by vote, with a [simple majority][two
thirds majority][....] required. A quorum must be present for the discussion and decision;
interested parties will not be counted when deciding whether the meeting is quorate.
Interested board members may not vote on matters affecting their own interests

All decisions under a conflict of interest will be recorded by [the charity secretary] and
reported in the minutes of the meeting. The report will record:

e the nature and extent of the conflict
e an outline of the discussion
e the actions taken to manage the conflict.

Where a trustee benefits from the decision, this will be reported in the annual report and
accounts in accordance with the current Charities SORP.

All payments or benefits in kind to trustees will be reported in the charity’s accounts and
annual report, with amounts for each trustee listed for the year in question.?3

Where a member of [the charity’s] staff are connected to a party involved in the supply
of a service or product to the charity, this information will be fully disclosed in the annual
report and accounts.

22 This option is only available to those charities which have an express power to authorise situational conflicts in their governing document.

23 The Charities SORP 2005 requires the full disclosure of all ‘related party’ transactions with any third party that may inhibit the charity
being able to pursue its separate interests. The Charity Commission strongly recommends that all trustee payments should be disclosed in
an appropriate manner, see CC11 Trustee payments and expenses
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Specimen conflict of interest
policy, declaration form and
register of interests for
charity trustees

Independent external moderation will be used where conflicts cannot be resolved through
the usual procedures.

(Organisations should add any further requirements that relate to the nature of the
organisation’s work)

Managing contracts
If you have a conflict of interest, you must not be involved in managing or monitoring a
contract in which you have an interest. Monitoring arrangements for such contracts will

include provisions for an independent challenge of bills and invoices, and termination of
the contract if the relationship is unsatisfactory.
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Specimen conflict of interest
policy, declaration form and
register of interests for
charity trustees

Specimen charity trustee declaration of interests
form (England & Wales)

[ as employee/trustee™ [*delete as appropriate] of ...... [name of organisation] have
set out below my interests in accordance with the organisation’s conflicts of interest policy.

Category Please give details of the
interest and whether it

applies to yourself or, where
appropriate, a member of your
immediate family, connected
persons or some other close
personal connection

Current employment and any previous employment
in which you continue to have a financial interest.
Appointments (voluntary or otherwise) e.g.
trusteeships, directorships, local authority
membership, tribunals etc.

Membership of any professional bodies, special
interest groups or mutual support organisations.
Investments in unlisted companies, partnerships

and other forms of business, major shareholdings
[charities may set a figure here, e.g. more than 1%
or 5% of issued capital] and beneficial interests.

Gifts or hospitality offered to you by external bodies
and whether this was declined or accepted in the last
twelve months.

Do you use, or care for a user of the organisation’s
services?

Any contractual relationship with the charity or its
subsidiary.

Any other conflicts that are not covered by the above.
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Specimen conflict of interest
policy, declaration form and
register of interests for
charity trustees

To the best of my knowledge, the above information is complete and correct. | undertake
to update as necessary the information provided, and to review the accuracy of the
information on an annual basis. | give my consent for it to be used for the purposes
described in the conflicts of interest policy and for no other purpose.

Signed:

Position:

Date:
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Specimen conflict of interest
policy, declaration form and
register of interests for
charity trustees

Specimen register of interests for charity trustees
(England & Wales)

of £40 by representative
of a photocopying
machine supplier

Name of Description of interest | Does the interest Is the interest
trustee relate to the trustee current?
or a person closely
connected to the
trustee (describe)?
Mr. T. Smith Joint owner of catering Trustee, other joint owner | Current
company is the trustee’s daughter.
Member of the local Trustee Current
authority
Mrs. A Jones Employee of ABC charity | Trustee No, trustee
with similar aims and resigned post
objectives working in the in 1999
same area
Mr. A. Wright | Trustee of xyz charity Trustee Current
Miss. R. Clifford | Was bought lunch to value | Trustee Current

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 356




IcCsa

Trust through governance

ICSA is the chartered membership and qualifying
body for professionals working in governance, risk
and compliance, including company secretaries.

We seek to develop the skills, effectiveness and
profile of people working in governance roles at
all levels and in all sectors through:

A portfolio of respected qualifications.

Authoritative publications and technical guidance.

Breakfast briefings, training courses and national conferences.
CPD and networking events.

Research and advice.

Board evaluation services

Market-leading entity management and board portal software,

Guidance notes are prepared by the ICSA policy team to support the
work of company secretaries and other governance professionals
working in the business and not-for-profit sectors, and in NHS trusts.

Guidance notes offer authoritative advice, interpretation and sample
materials for the many issues involved in the management and
support of boards. As such, they are invaluable for those helping
their organisations to build trust through good governance.

There are over 100 guidance notes available to ICSA members at
www.iksa.org.uk/guidance

The Institute of Chartered Secretaries
and Administrators

Saffron House, 6-10 Kirby Street
London EC1N 8TS

April 2014

tute of Chartered Secretaries

Insti
and Adminstrators
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APPENDIX 44

Declaration of Interests’ Form — Template

Category of Interest Please provide below details of the interest Please state below if
the interest applies
to yourself ora
person connected
toyou

Current employment and
any previous employment
in which you continue to
have a financial interest
(e.g. pension)

Appointments (voluntary or
otherwise) e.g. trusteeships,
directorships, local authority
membership, schools
organisations etc.

Membership of any
professional bodies, football
related interest groups or
organisations

Investments in unlisted
companies, partnerships
and other forms of business,
major shareholdings and
beneficial interests

Any contractual relationship
with the County FA or one
or more of its subsidiary
companies

Any other conflict of interest
that is not covered by the
above.

To the best of my knowledge, the above information is complete and correct. | undertake to update as necessary
the information provided, and to review the accuracy of the information on an annual basis. | hereby consent to
the County FA holding and processing this data for its corporate governance purposes. The County FA shall process
such data in accordance with the Data Protection Act 1998.

Signed Print NAME .o

Date
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APPENDIX 45

Guidance on the use of Risk Registers
and Safeguarding Risks

The Guidance on use of Risk Registers and Safeguarding Risks is provided as an advice
document and can be applied by County FAs to all to help assess and manage all business
risks. Safeqguarding Risks are provided as an exemplar.

County FAs are advised to utilise arisk register and
The FA understands that all County FAs are using
some form of risk register template. Risk registers
identify potential risks, the likelihood of the risk
occurring, the likely impact if the risks did occur and
arange of mitigating factors to minimise the risk or
minimise the impact of crystallised risks.

This guidance outlines different categories of risk,
provides some examples of safeguarding risks and roles
and responsibilities, outlines some definitions and a
process flow, including reviewing risks.

County FAs will need to consider the safeguarding
risks that should feature on their risk registers. For the
avoidance of doubt, the safeguarding risks listed below
are non-exhaustive and County FAs should consider
whether each of the risks listed below is relevant for its
risk register and whether any additional risks which are
not listed below are relevant.

1. Types of Risk

Risk management must be owned by all. Risks can be
categorised in different ways for example, strategic and
project risks.

Strategic Risks — Major concerns such as reputational
risk, a risk that the organisation will fail to deliver on
one (or several) of its strategic objectives and KPIs,

or risks which pose a significant financial threat to the
organisation. These are likely to be external issues
with a high impact, which will likely require a response
plan to mitigate the risk, should it occur, as controlling
the occurrence is not within the County FA's sphere
of influence. These risks should be tracked on an
organisations Risk Register and reviewed on a
monthly basis.

Project Risks — Risks which relate to the day-to-
day management of projects and the County FA's
core activities. These risks should be reviewed with
project leads, who are expected to understand the
risks and how they are managed and mitigated. If
these risks become more severe, and threaten to
impact reputation or strategic objectives, or pose a
substantial financial risk to the organisation, then
they should be elevated to Strategic Risks. This may
happen during ongoing monitoring of the risks, or
during monthly reviews with the project leads.
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Examples of Safeguarding Risks:

Safeguarding risks may be strategic or project-based. All staff have a responsibility to identify safeguarding risks.
These are expressed in a short-form style as one would expect in arisk register.

Safeguarding risk

Impact

Mitigation

High volume of
abuse and/or poor
practice referrals to
the County FA

DSO role overwhelmed, affecting
confidence and capacity to
function effectively.

Regular 1:1 meetings to discuss workload and wellbeing —
how the staff member is feeling and what will help them.

Allocate additional resource to support the short-term
rise in referrals and regularly monitor the impact of this.

Allegation against
a member of staff
relating to an
offence against a
child or adult at risk

Impact on:
o Child or adult at risk;

o Staff against whom the
allegation has been made;

o Any wider staff who are
aware.

Communications

« Potential media interest.

Support needed for:

o Child or adult at risk;

« Staff against whom the allegation has been made;
o Anywider staff who are aware.

Investigation:

« Familiar with Policy for managing allegations;

« Pre-existing contact with the Local Authority
Designated Officer (LADO).

Communications:

o Internal comms plan;

« External reactive media statement;
« Recruitment, induction, training;

« Staff recruited via safer recruitment practices. Staff
safeguarding trained and briefed on their conduct
and the expectations re behaviours; guidance on
working with under-18s/adults at risk. Regular
supervision. Line managers familiar with procedures
for managing allegations.

DSO leaving the
County FA

Short-term gap while
recruitment is undertaken.

« Business continuity planning;

« Capable deputy to stand-in temporarily — how
deputy’s ‘normal’ role could be backfilled;

« Arrangements with neighbouring County FAs to
cover in emergencies.

Safeguarding
incident ata
County FA-
endorsed event

Risk and impact to under-18s or
adults at risk.

Questions about current
safeguarding practice and the
County FA's capability to oversee
safe practice.

Adverse media coverage —
reputational damage.

Risk assessments underpin all events, so risk
mitigation in place. Safeguarding Policy, Procedures
and Guidelines always followed. Everyone briefed on
processes to follow when there are incidents. CEO,
Board and Comms have a protocol for managing such
incidents with the media in line with FA comms.

County FA fails
to meet the KPI
of achieving the
Safeguarding
Standard

Are children safe in football in
the County FA? Low staff morale.
Greater scrutiny of governance,
leadership and operations. If
County FA holds charitable
status consideration of referral to
the Charity Commission.

Regular oversight of progress against safeguarding
measures and areas of standard — not just in relation to
the independent assessment visit. Internal scrutiny via
Board, Senior Management Team and relevant project
groups, with early identification of any gaps in delivery.
Contingency plans and delivery of actions identified in
Independent Assessors reports.
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2. Roles and Responsibilities

The Board and Senior Management Team should
have responsibility for designing, implementing and
maintaining an effective risk management system.
However, all employees should consider, manage and
report risk in the course of their day-to-day activities.

Board

The primary role of a Board is to maintain effective
governance and oversight of the organisation.

As such the Board are responsible for setting the
broad policies and objectives which are applied

by the Senior Management Team. This applies to
risk management, where the Board must satisfy
themselves that the processes and framework
implemented by the Senior Management Team
for managing risk are fit for purpose.

Senior Management Team
The Senior Management Team has responsibility for:

« The day-to-day operation of risk management
across the organisation and ensuring that
appropriate conversations take place to consider
and manage risk;

o Ensuring that the risk management process is
effectively linked with business planning and
strategic objectives;

« Reporting to the Board on risk management;

o Ensuring that everyone understands the
significance of risk management and is provided
with the necessary tools in order to manage risk
effectively in their day-to-day activities.

Specifically, the Senior Management Team is
responsible for considering the:

« Nature and extent of the risks facing
the organisation;

« Appetite for risk-taking;

« Extentand categories of risk which it regards as
acceptable for the organisation to bear;

« Likelihood of the risks concerned crystallising the
organisation’s ability to reduce the incidence and
impact on the business of risks that do crystallise;

« Cost of mitigating actions relative to the benefit
thereby obtained in managing the related risks.

Risk owners

Arisk owner is the individual who is best positioned to
co-ordinate the management of a particular risk. As
such they are responsible for determining and regularly
re-assessing the gross impact and likelihood scores and
identifying the most relevant mitigating actions. Risk
owners will be supported by other relevant employees.
In many cases, this group are the individuals who will
initially identify the risks.

All employees

Allindividuals have responsibility for effectively
managing any risk which their behaviour and actions
may impact. Where appropriate they will be expected
to input into the formal risk management processes
set out within this document. All employees should
proactively consider risk in the course of carrying out
their day-to-day duties. All employees should escalate
matters or concerns if they do not feel that risk is being
appropriately considered or mitigated.
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3. Definitions

Term Definition

Risk The effect of uncertainty on a situation i.e. a situation that may occur in the
future and will have a negative impact on the project/organisation or failure to
maximise an opportunity.

Risk crystallisation The occurrence of arisk.

Risk impact A direct outcome of the risk crystallising. Outcomes can impact a range of
factors including financial, operational and reputational objectives.

Risk likelihood The probability of the risk crystallising.

Mitigating action A process or activity which helps to prevent a risk from crystallising.

Key Risk Indicator (KRI) A quantifiable statistic which can be used to assess the likelihood of the risk
crystallising.

Risk owner The individual with responsibility for co-ordinating the management of the

risk. Risk owners receive the support of other individuals to achieve this.

Issue Asituation that is currently being faced and is resulting in a negative impact
on the project/organisation. This may be due to a risk crystallising or may be
anindependent situation that has arisen.

Item A new addition to register that can take the form of a Risk or Issue.

4. Process Overview

Review:

Generation: Tracking/Analysis:

Project leads Documentation and
SMT assignment of items

* Regular project and
strategic risk review

Board Categorisation meetings
i Day-to-day tracking
Analysis e.g. common

Day-to-day themes

SMT monthly review

Board

Ongoing tracking
Mitigation planning

Item closure/planning

The risk management process can be grouped into three stages:

To keep the risk management process live and relevant, the risks should be reviewed on a monthly basis with the
project leads, updating items and generating new items where required. SmartSheet is an excellent tool to assist
with this process.
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4.1 Tracking and Management of Items

The register covers standard information such as
title, owner, mitigating actions etc. Ensuring that
everyone is working to the same understand of how
to group and filter risks is important to maintain the
consistency of approach.

There is also an element of analysis and mitigation
planning that features in this stage where the Senior
Management Team analyse for themes/dependencies
etc. This is carried out on an ongoing basis.

The management of the risk process is the
responsibility of the CEOQ, supported by the Senior
Management Team and there should be a clear process
for analysis and sign off for risk registers.

4.2 Risk-Scoring

Risks are measured by (a) impact and (b) likelihood,

to create an overall risk/RAG rating. A risk may have
several different potential impacts with different levels

of perceived severity. Where that is the case, the risk
register should note the highest level of risk. For example,
if the reputational impact of a risk is rated as ‘3, but the
financial and operational impact of the risk is rated as 2/,
the impact recorded in the risk register should be ‘3'.

The likelihood of each risk should be scored in
accordance with the scale below.

e Likelihood of
Scale | Description
occurrence
5 Certain Thisrisk is inevitable
4 Highly likely Thisrisk is highly likely
to occur
3 Possible This risk is moderately
likely to occur
2 Unlikely This risk is unlikely
to occur
1 Rare This risk is very unlikely
to occur

Items should then be rated according to the
interrelationship of Impact and Probability/Likelihood
on therisk register template that a County FA chooses
to use. These ratings are colour-coded based against the
below scores, with the relevant actions being required.
The risk rating should be calculated by reference to both
impact and likelihood scores.

Risk Rating

LO-3

Low Risk: manage by routine
procedures

Moderate Risk: management
responsibility must be specified

High Risk: senior management
attention needed to monitor
monthly

Significant Risk: immediate action
required

4.3. Review

The register should be regularly reviewed by the Senior
Management Team, and by the project leads. The
outputs from these discussions should be looped back
into the tracking/analysis stage.
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APPENDIX 46

Safeguarding Risk Assessment Tool -
Template

The Safeguarding Operating Standard Template is provided as an exemplar document and can be adapted by

County FAs to act as a tool to assess all business risks.

This Safeguarding Operating Standard Template resource is to be used in conjunction with The FA Guidance Notes
7.2: Safeguarding Deaf and Disabled Children. These are available at TheFA.com/football-rules-governance/
safeguarding/section-7-children-and-young-people-under-18s

Introduction

This risk assessment tool template has been developed
in line with CPSU (Child Protection in Sport Unit) guidance.

Itisintended to support County FAs making
safeguarding risk assessments where they are
providing or commissioning activities for children and
young people and adults at risk and/or where facilities
are being hired by outside organisations.

Itis intended to help County FAs ensure that the
safety and welfare of children and young people is
the paramount consideration within the planning
and delivery of activities specifically for under-18s or
adults in disability football.

Ownership

Where activities are run directly by the County FA, the
County FA should take the lead in ensuring that the risk
assessment is completed and reviewed.

Where facilities are being hired or delivery partners are
being used the risk assessment should be jointly owned
with safeguarding responsibilities being identified

as part of any contract of hire or Service Level
Agreement (SLA).

Itis good practice to review risk assessments after
events/activities to learn from experience and adapt
accordingly

For the avoidance of doubt, a County FA (or third
party) should consider all relevant factors when
carrying out a risk assessment and the factors listed
below are non-exhaustive and will not apply to every
situation in which a risk assessment is required.

A County FA or third party should therefore consider
whether each of the factors listed below is relevant in
any given situation and whether any additional factors
which are not listed in the template are relevant.
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1. General information

Date of Assessment

Date of event

Venue Location

Name of Venue:

Address:
Lead Delivery/Event Organisation Name:

Address:
Lead Organisation contact Name:

Email address:

Telephone number:

Venue point of contact
Safeguarding/Access/Contract (for
example)

Name:
Contact information:

How information to be displayed at event:

County FA DSO Contact (include
name, email and contact number)

Name:

Contact information:

Location (GPS co-ordinates)
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Defibrillator location

NB: Information on this can be
found via heartsafe.org.uk

Location:
Code:

Battery Replacement Date:

Identify location of any
access barrier keys

Emergency vehicle access

Air Ambulance landing location

Where unaffiliated/outside
agencies such as schools, colleges
and uniformed organisations are
hiring facilities which organisation’s
safeguarding policy and procedures
will be followed in the event of a
concern arising

Name:

Contact information:

In the event of under- and over-18s
disabled players participating in an

Policies attached:

event there must be clear reference ves

to both safeguarding children and
safeguarding adult policies and

procedures.

Where there is a contract for services Name:

or SLA in place does this specify or
reference the necessary/minimum
safeguarding arrangements

Contact information:

Distribution list
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Policies to be referenced

Safeguarding — young people. May not be applicable to
the participants but may be needed for spectators etc.

Safeguarding — Adults at Risk. May not be applicable

to the participants but may be needed for spectators etc.

Social media/photography

Anti-bullying

Any additional reporting policy e.g. education provider
or if discriminatory reference to Kick It Out

Documents to be completed

Codes of Conduct

Contract Agreement

Medical Emergency Action Plan (MEAP)

Is Parent/Carer consent required?

Person under 18

Adult with a disability (Assume adults can self-consent,
unless you have reason to believe they cannot)

To attend event

For child/children/person to be filmed and
photographed

Consent to be contacted via social media/to access
information via social media/be visible via social media

For child/children/person to stay away in overnight
accommodation as part of a football event/activity

For child/children/person to travel overseas as part
of a football event/activity (if applicable)
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2. Consent

Generally, consent will be required from parents/carers of under-18s. County FAs may decide after conducting a risk assessment that certain activities can be self-consenting for 16/17-year-olds.

Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating
Consent to attend the Pre:
event
During:
Photography/film Pre:
consent
for child/children/ o
person to be filmed and During:
photographed
Social media Pre:
Consent to be contacted
via social media/to access o
information via social During:
media/be visible via social
media
Consent re: overnight Pre:
accommodation
for child/children/person
to stay away in overnight During:
accommodation as part of
a football event/activity
Consent for overseas Pre:
travel
for child/children/person to
travel overseas as part of a During:

football event/activity
(if applicable)
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3. Suitability of staff and volunteers

Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating

Signed Code of Conduct for
staff and volunteers

(Consider making Code of
Conduct available in different
formats e.g. Braille, large print)

Suitability of staff:
« DBS

« Safeguarding
education (children)

« Safeguarding
education (adults at
risk)

o Any additional
safeguarding training

« Disability awareness

« Othertraining, e.g.
relevant cultural
awareness

Staffing ratios

Under-18 referees

appointed

Pre:
Young Leaders/Youth
Council involvement During:
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Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating

Areas which may need Pre:
additional planning/
safeguards

(a) Deafteams Signers/
fire alarms

(b) Blind team safe
access

() Wheelchair access

(d) Pan-disability (case ‘
by case depending During:
on those attending).
Consider enhanced
safeguards e.g.
safety of venue,
ratio of helpers,
accessible toilets

(e) Communication
challenges if English
is not spoken by
participants; no
interpreter
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4. Site

Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating
Travel arrangements Pre:
Bus stops, trams, trains etc.
During:
Drop off and pick up Pre:
points
During:
Information provided to Pre:
participants on nearby
public transport links
During:
Car parking Pre:
Disability parking bays
During:
Changing rooms and Pre:
showers
During:
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Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating
Toilet facilities including Pre:
access and location
During:
Wi-Fi access Pre:
During:
Other considerations: Pre:
Venue/site boundaries
General site patrol During:
Overnight Pre:
accommodation
During:
Playing area Pre:
(Goal posts, surface,
pitch markings, RESPECT .
barriers) During:
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Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating

Playing area Pre:

(Suitability for disability
format e.g. Powerchair

access and evacuation) During:
Facilities Pre:
« Classroom
o Electrical equipment
o Wi-Fiaccess During:
o General site patrol
Spectator areas Pre:
Appropriate space for
wheelchairs and mobility
aids During:
Public accessibility Pre:
« Wheelchair access
» Carparking
« Disabled parking During:

o (Clearaccess and exit
routes on paths

o Open park access

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 373



5. Reporting Incidents

Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom

Rating
Arrangements for Pre:

referral of concerns and
managing allegations

During:
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6. Medical

Please refer to medical training and note that if a current Medical Emergency Action Plan (MEAP) has been written for the event or venue this section of the safeguarding risk
assessment tool may not be necessaru. If this is the case, you may choose to record this.

Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating
Management of allergies Pre:
Nuts/bees/anaphylactic
shock During:
Relevant medical Pre:

information in respect
of participants including
storage and access
Adults with a disability During:
should be encouraged
to provide relevant

information

Relevant emergency Pre:
contact information

for participant During:
First aid and medical Pre:
Information

During:
o Qualified First Aiders

o Treatment Room

e Closest A&E to the
venue

o Local medical centres/
First Aid arrangements

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 375



Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and

to consider adults with a disability Rating Mitigation RAG by whom
Rating
Severe weather provision Pre:
During:
Emergency evacuation Pre:
procedures
« Fire evacuation plan During:

« Contingency plan
other emergencies

Dietary Information Pre:

e.g. allergies/cultural issues
During:
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/. Other

Area of concern or areas Risk to young people and/or Risk RAG Solution/mitigation Solution/ Review post-activity and
to consider adults with a disability Rating Mitigation RAG by whom
Rating
Relevant insurance is in Pre:
place
« Public liability cover
» Personal accident
cover During:
Car insurance
Travel insurance
Other as required
Supplementary Pre:
communication
E.g. BSL signers )
During:
Provision for non-English
speakers
Other Pre:
During:
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8. Risk Assessment approved

Risk Assessment Sign Off Full Name Signature Date

Risk Assessment completed by:

Designated Safeguarding
Officer/Senior Safeguarding
Lead
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9. List of events/activities approved to take place at the venue

Event/Activity Date of Lead LFA Contact Event/Activity safeguarding Lead delivery Delivery organisation’s lead
event/ lead organisation contact(s)
activity (County FA, FA, club, (if not County FA)
league, private hire,
etc.)
Name: Name: Name:

Contact information:

Contact information:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:

Name:

Contact information:
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10. Review

Itis good practice to review risk assessments after events/activities to learn from experience and adapt accordingly

Month/ Review Type Review Further Action Required
Year
Date On-site review
Date Feedback from venue
Venue Contact name:
Venue Contact details:
Date Feedback from venue
Venue Contact name:
Venue Contact details:
Date Feedback from venue
Venue Contact name:
Venue Contact details:
ADDITIONAL COMMENTS

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 380



APPENDIX 47

Sport England:
Risk Policy for a Small Association
(adapted for County FAs)

Risk management procedures

Owner Chief Executive Officer

Board approved

Supersedes N/A

Version number 11

Date of issue Review body Audit & Risk Committee

Next review date Original date of issue N/A

Version Date Author Status Comment

1 Company Secretary Draft Shared with SMT on

2 As above Draft Recommended for adoption by the
Board on
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1. Introduction

The purpose of this document and of the following risk management procedures is to ensure there is a consistent
and effective approach to the process of identification and management of risks across the Association. Some level
of risk is inevitable, but the aim of these procedures alongside the approved risk management policy is to ensure
that every effort is made to manage risk appropriately by minimising any adverse effects and maximising potential
opportunities.

2. ldentifying risk to the Association
There are many different types of risks that an organisation may face including damage to the organisation’s
reputation, poor governance, physical risks to people, breaches of regulations and poor management of resources.

There are a number of different risk categories related to our organisation’s operations and structure. These are
listed below with accompanying examples of the types of risks within these categories (these are not exhaustive):

Students « Anyharm or potential harm to our students whilst in our care
« Safeguarding issues, abuse or neglect of a vulnerable student.

Contracts o Failure of partner or partners to deliver
« Failure to adhere to monitoring arrangements

Management o Loss of key staff, recruitment & retention issues.
« Failure to deliver strategic or business plans.

Assets ¢ Misuse or loss of our assets

« Damage, loss, impact on our Property —land, buildings & equipment either
owned or leased by the Association

« Information —security, retention, timeliness, accuracy, intellectual property rights.

Political « (Change in government priorities which lead to adverse impact on Association
« Misalignment with government strategy/funding

Financial o Loss of/reduction in funding
« Fraud or other criminal financial loss
« Ineffective orinefficient controls in place

Governance « Lack of or failure of decision-making
Regulatory « Failure to meet regulatory/statutory deadlines
Reputation « Negative publicity either locally or nationally about the Association or one of

our staff, students or volunteers
« Damage to credibility
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Escalation of risk

The escalation of risk within an organisation is a key mechanism for ensuring that risk is managed at the
appropriate level by the appropriate individuals. Relating this to Association’s risk governance framework,
the escalation channels are illustrated below:

[DIRECTORSITRUSTEES ]

(SENIOR MANAGEMENT TEAM W/SUPPORT
| FROM SUB-COMMITTEES
( )
DEPARTMENTS
\. J/
( )
TEAMS
\. J/
>
INDIVIDUALS AND VOLUNTEERS ]
\.

Escalation of the risk should occur in the following circumstances:
« Iftheriskis exceeding the risk appetite set by the Directors/Trustees for that type of risk and there are no
further actions available to reduce it;
« Ifthe current risk owner does not have the delegated authority to manage the risk; and,
o Iftheriskis shared with other departments/business units, or with external organisations, and agreement is
not being reached on how to manage it effectively.

Risks are escalated to the next accountable body i.e. a risk deemed to be too great for the risk owner at a business
unit/head of level will then be escalated and considered for inclusion on the department risk register.

3. How to escalate risk

Itis important to note that risk does not just increase or materialise once a quarter, and Association’s procedures
need to be agile in responding to emerging risks.

These should occur in 1:1 meetings with line managers, at team meetings and at department meetings. Where
timely, these should be captured in the regular review of the department registers and of the Association registers.
Where this is not possible, a risk escalation form should be completed and shared with the respective Director.

In the case of any potential new or increased risk which needs to be escalated to the Corporate Risk Register, the
Head of Corporate Governance/Company Secretary should be informed as soon as practically possible so this can
be recorded.
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4. Reviewing and reporting risk within the organisation

Risks are rated at three different levels; red, amber, green, depending on their likelihood and impact, and the
management attention and resource committed to mitigating each of these categories of risk should also be
allocated proportionately.

The table below outlines an approach for this for the Association Wide Register:

Residual Risk
Level and Score

Frequency of Risk Reviews

These are significant risks which may have a serious impact on the achievement of
objectives if not managed. Immediate management actions need to be taken to reduce
the level of residual risk. All red residual risks, at strategic and business unit level, should
be reported to the Executive.

As a minimum review monthly at an SMT level until the risk is reduced. This review
should include the cumulative/progressing impact of the mitigating actions.

Decision will need to be taken on whether these risks should also be reported
from the Audit & Risk Committee to the Director/Trustee Board.

These risks may require some additional mitigation to reduce the likelihood of their
occurrence, if this can be done cost effectively. Reassess to ensure conditions remain
the same and existing actions are operating effectively.

As a minimum review quarterly at an SMT level.

These risks are being effectively managed and any further action to reduce the risk
would be inefficient in terms of time and resources. Ensure conditions remain the same
and existing actions are operating effectively.

As a minimum review six-monthly - risks may reduce further and fall from the
Association Risk Register

At a department level or business function level, Directors and Heads of may also wish to replicate this process for
reviewing risks within their own areas, then using the escalation process when necessary (as stipulated).
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5. How the Association register and sub-registers fit together

Association Risk
Register

Department 1 Department 2 Department 3

Risk Register Risk Register Risk Register

Team Register

Sitting underneath the Corporate Risk Register are a number of functional risk registers owned by each respective
team. On a monthly basis, the owner of each functional risk register is prompted to report any necessary
escalations to the main corporate risk register, and on a quarterly basis, present to the respective sub-committee,
where appropriate.

6. Using the Post-Incident Review process to manage risk

As atool for managing ongoing risk and mitigating future materialisation of risk, the Association operates a Post-
Incident Review (PIR) process, part of which records and logs corrective actions and learnings from each ‘incident
occurrence in order for the organisation to rectify any outstanding issues before they crystallise.

’

Anyincident reported or referred to the Regulator or an external supervisory body, must be taken through a post-
incident review process. The number of open PIRs, and the number of complete and incomplete corrective actions
will be reported to the Audit & Risk Committee on a quarterly basis.
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APPENDIX 48

The UK Equality Standard -
A Framework for Sport

This Appendix is reproduced by kind permission of Sport England.

As yoU'll see, it contains Appendices of its own —not to be confused with the numbering of Appendices on page 6
of this overall FA-produced document.
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The Equality Standard
A Framework for Sport

= X

SPORT

ENGLAND gpnrl: =ratiand
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The Equality Standard
A Framework for Sport

Foreword
by the Chair of each Home Country
Sports Councils and UK Sport

Introduction

Role of the Equality Standard

2.1 Rationale
2.2 What the Standard covers
2.3 The benefits of the Standard

The Equality Standard

3.1 The Standard explained

3.2 Organisational engagement
3.3 Verification of achievements
3.4 Evaluation of the Standard
3.5 Accreditation

Using the Equality Standard

4.1 Foundation level
4.2 Preliminary level
4.3 Intermediate level
4.4 Advanced level

Appendices

5.1 Glossary of terms
5.2 Points of contact for further information
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Foreword

i \

Sport England f
..

| am pleased to support and endorse

The Equality Standard: A Framework ( ’

for Sport. Equality is fundamental to &

Sport England, and it underpins all aspects

of our operations. Over the years, Sport England has

championed the implementation of the Race Standard,

developed by Sporting Equals, which has facilitated

significant progress in racial equality within Sport England

and by our partners.

It is therefore, a welcome development to have the
Equality Standard, which is a progression and extension
of the work achieved through the Race Standard, to cover
other areas of equality as well. The new Standard provides
a framework for Sport England and its partners to move
the equality agenda to new levels. | have little doubt that
the Standard will have an impact on the delivery of sport
and leisure services in England.

I would like to congratulate the four Home Country
Sports Councils, UK Sport and the other partners involved
in developing and producing the Standard.

Now, let’s deliver!

Patrick Carter Chair, Sport England

g
sportscotland

-
The celebration of diversity in sport is ﬂ

one of the key targets for sportscotland = ’
and The Equality Standard: A Framework ‘f

for Sport is crucial to that aim. Equality in

sport means the practice of fairness and the application

of social justice to all situations and decision making
processes. It is vital that we ensure that all individuals are
respected, have equal opportunities and have their rights
protected. Some may question why we need a document
like this in the first place — we would hope and expect

that these values already prevail in our sports clubs

and organisations. However, as The Equality Standard:

A Framework for Sport points out, research has shown

that this perception is not wholly accurate. Supportive
noises are not enough on their own and that is why it

was recognised that the production of this Standard

was necessary.

| am particularly pleased that the Standard is a
collaborative effort involving the four Sports Councils,

UK Sport and the partner organisations. When a document
has such wide-ranging support from the key organisations
involved in the delivery and running of sport in the UK,

it confirms its importance, and crucially, a willingness

from all involved to make it succeed.

| believe that the production of this national Standard,
providing a framework for sports and community
organisations, will help to achieve an increased
participation in sport from individuals and groups who

are currently under-represented. | commend this document
to everybody involved in sport throughout Scotland and
the UK.

s dop

Alastair Dempster Chairman, sportscotland
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Sports Council for Wales

Sport is both an inseparable part of

any country’s cultural identity and

a vital element in promoting health,
individual fulfilment and social interaction.
It also provides the opportunity to bring people together.
Itis inclusive and can provide accessibility to all sections
of the community — young and old, those with disabilities
and people of different ethnic origins.

The Sports Council for Wales is working with the Welsh
Assembly Government to improve health, social inclusion,
equal opportunities and sustainable development.

We all have a role to play in levelling the playing field and
improving the pathways into sport for those that remain
socially excluded from sport. The Sports Council for Wales
accepts that challenge.

| would like to thank all those involved in producing this
blueprint for the future and | am confident that The Equality
Standard: A Framework for Sport will help us, and our
partners, to redress the balance.

]

Philip Carling Chair, Sports Council for Wales

1

--'_'_

The Sports Council for Northern Ireland

The Sports Council for Northern
Ireland is committed to ensuring that
equality of opportunity is central to all
Sports Council activities, including
programme development as well as the Equity Training
Course. We are delighted to support The Equality Standard:
A Framework for Sport and it is certainly fair to say that
this document is the culmination of many months of hard
work. Not only does the Standard provide a framework to
ensure that organisations work to actively promote equity
in sport in Northern Ireland, but it also forms a crucial step
in moving sport forward for the benefit of all of us.

- b Jw "~

Prof Eric Saunders OBE Chair,
The Sports Council for Northern Ireland

A

UK Sport

UK Sport set out its commitment to % - F‘I
equality in our Equality and Diversity { |
Strategy which was published in -
January 2004. In the Strategy we recognise

that some groups in society remain disadvantaged in sport
and accept our responsibility to address this lack of access
through ethically fair investment and positive action.

It is now well known that equitable sporting opportunities
positively effect the health of the nation, improve
community cohesion, can raise standards in schools

and increase a nation’s medal tally. In addition, the
demographic make up of the UK population will change
radically in the next 10 years and sports organisations
need to seek out those groups who traditionally participate
less to ensure a stable participation base from which our
future medallists can be drawn. Women, black and ethnic
minority groups and disabled people all having the right
to sporting opportunities and those with the talent and
desire should be encouraged to strive for the highest
levels of performance.

The Equality Standard: A Framework for Sport will provide
the framework and thrust for UK Sport and our partners
to engage, involve, promote and develop people from
all sectors in society as athletes, coaches, officials,
administrators and leaders in sport. The Standard will
assist sports organisations in meeting their legislative
obligations and drive them to demonstrate not just good
practice in equality, but in all aspects of governance.
Equality is central to the Modernisation process and
sports organisations that are dynamic, visionary and
progressive will set equality and the Equality Standard
for Sport, as a priority in the coming years.

S0, [:_Lra,.u-?-h 228

Sue Campbell CBE Chair, UK Sport
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Introduction

The Equality Standard (the Standard) is a framework

to guide sports and community organisations towards
achieving equality. It will assist organisations in developing
structures and processes, assessing performance and
ensuring continuous improvement in equality.

The Standard draws on lessons from Achieving Racial
Equality: A Standard for Sport, published by Sporting
Equals in December 2000.

The Standard is a collaboration of the four Home Country
Sports Councils and UK Sport, and is supported by the CCPR,
the Women’s Sports Foundation, the English Federation of
Disability Sport and Sporting Equals.

- .--___4;._."__ - -ll.-. 4_."': F g 1--, .
F el L b P e
‘{I":..- II-H."-"T."-!"_-".I"'|-4.';.'J‘I :
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Role of the Equality Standard

2.1 Rationale

Although many sports organisations maintain that they

have an ‘open door’ policy, this has not necessarily
changed the traditional levels of participation and
involvement in sport. Research shows that many
sports have low participation levels by women and
girls, ethnic minority groups, disabled people and,
in some cases, young people, and these groups
are therefore under-represented.

2.2 What the
Standard covers

It is recognised that the equality areas that need

to be addressed for any organisation will depend

on the sport, the role and environment. However,

it is also recognised that all organisations are bound
by specific equality legislation.

2.3 The benefits

of the Standard

Applying the Standard will enable your organisation to:

Provide a framework for achieving equality in sport.
Ensure democracy and the sound governance of
the sport.

Increase the number of participants, members,
coaches, officials, spectators and volunteers by
reaching new audiences.

Help meet legal duties thereby reducing the
likelihood of litigation.

Enhance the skills and knowledge base of your
staff and volunteers.

Increase active involvement in equality at

every level.

Improve equality practices through monitoring,
evaluation and review methods.

Improve your chances of accessing funding

and sponsorship.

And, for those organisations that have started to
address equality issues, to:

e Build on existing good practice in equality.

e Assess and review current equality policy.

e Assess and review equality performance and

achievements.
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The Equality Standard

3.1 The Standard
explained

The Standard is based on two broad areas of activity
and four levels of achievement. All four levels must be
supported by relevant evidence, which will be verified
through the evaluation process.

In defining the equality needs for sports organisations,

the Standard has identified two areas of activity:

¢ Developing Your Organisation — what your organisation
is. This will be a reflection of the culture, policies,
leadership and people.

¢ Developing Your Services — what your organisation
does. This is reflected in the impact that policies,
leadership and people have on your organisation’s
programmes, communications and customer service.

Each level has been developed to take account of the
different starting points of different sports organisations.
The outcomes from each level are as follows:

FOUNDATION

e Your organisation is committed to equality.

e Your organisation has an equality policy that has
been communicated and is understood by staff
and key volunteers.

e Your organisation is aware of its current profile
in terms of equality.

PRELIMINARY

e Your organisation understands the issues and barriers
faced by under-represented groups in sport.

e Your organisation has a robust equality action plan which
all staff, volunteers and key stakeholders understand.

e All staff and volunteers within your organisation
understand the principles of equality and their role
in delivering against your action plan.

e Partner organisations and new audiences are aware
of, and are engaged in, the delivery of your action plan.

INTERMEDIATE

e Your organisation has increased the diversity of
its leadership, staff, board and senior volunteers.

e Allinternal policies pay due regard to diversity.

¢ You have a staff/volunteer team with a strong
understanding and commitment to equality at head
office, regional, county and club membership levels.

¢ You have increased the diversity of people participating
in and using your services.

® People inside and outside your organisation are aware
of your success and achievements in working towards
equality.

ADVANCED

* |eadership and staff are reflective of the community
your organisation serves.

e Equality is central to the way your organisation carries
out all of its work.

e All of your programmes and investment pay due
regard to the diverse groups you serve.

e Participants, coaches and officials are reflective of
the community.

e All affiliated organisations and clubs are able to
engage and develop participants, coaches, officials
and administrators from under-represented groups.

e There is an increase in the number of athletes from
under-represented groups in performance and elite sport.

The Advanced level is equal to category two of the
Modernisation Programme ‘Investing in Change’* models
of good governance. Governing bodies that reflect category
one of the ‘Investing in Change’ models would be expected
to achieve the Advanced level of the Equality Standard and
to demonstrate that they have both maintained and
‘excelled’ at this Advanced level for a further year.
Additional evidence would be required to verify that this
work has been maintained for this period, confirming that
equality issues are part of the mainstream work of the
governing body.

*Investing in Change’ clarifies what the Modernisation
process means, identifies the strengths and weaknesses
of governing bodies, and offers practical advice on the
systems, structures and process that they can use in order
to operate more effectively and more efficiently.

The national governing bodies of sport (NGB) Investing in
Change Success Criteria/Model Framework forms the basis
of the development model produced for NGBs —and is an
essential element of the NGBs Modernisation Programme.
Further information is available from the UK Sport website
www.uksport.gov.uk or telephone 020 7211 5100.
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3.2 Organisational
engagement

In the first instance the chief executive and/or the

board should make a positive statement reflecting your

organisation’s commitment to achieving the Equality

Standard. Signing up to the Standard can be done in

a number of ways:

e A feature article, written by your chief executive or the
chair of your board, published in your sport’s magazine,
website, newsletter or via a press release.

e Announcement of your commitment to the Equality
Standard at a public event, such as a national
competition, annual general meeting or conference.

3.3 Verification of
achievements

In order to make progress through the Equality Standard
framework, organisations will have to establish their

current position and provide evidence of their achievements.

Organisations, which have achieved the Preliminary level
of the Racial Equality Standard in sport, can use this as
part of the evidence needed for the Equality Standard.
Monitoring is essential to enable organisations to measure
change and improvement.

On completion of a level, your organisation will forward
a portfolio to the relevant Sports Council, to convene the

panel responsible for assessing and verifying the evidence.

If your organisation is unsuccessful in meeting the
Standard, the panel will give their reasons in writing
and you will have an opportunity to respond. You can
re-submit your portfolio for the panel to reconsider
its decision.

An appeals process is available.

3.4 Evaluation of the
Equality Standard

The validation and evaluation of the Equality Standard
will be carried out in different ways for the different levels.

3.5 Accreditation

As a minimum the independent panel will consist of two
Sports Council representatives, a representative from a
sports organisation and an equality specialist.
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Using the Equality Standard

4.1 Foundation level

Principle: your organisation is committed
to equality
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A. Developing Your Organisation

OUTCOME SUGGESTED KEY TASKS

Your organisation is committed
to equality.

Set accountability for equality at the
highest level in the organisation both
in terms of officers and committee
members.

Commit staff time/budget to equality
generally and the process of achieving
the Equality Standard specifically.

Ensure that all those involved in
your organisation are aware of this
commitment.

Your organisation has a
policy for equality that has
been communicated and
is understood by staff and
key volunteers.

Draft a policy for equality.

Develop briefing sessions/training for
senior staff and committee members on
equality and its relevance to your sport.

Ensure all staff and key volunteers
have an opportunity to contribute to
its development.

Disseminate and communicate the
policy for equality throughout your
organisation.

Your organisation is aware Conduct an audit of:
of its current profile and e the equality profile of staff, volunteers,
position in terms of equality. board, coaches and officials

e human resources policies

e marketing and communications

¢ profile of members, participants,

service users
e profile of elite performers.

Analyse the findings in terms of
trends and equality impact.
Present the information in
a format that enables the
information to be easily
used in the development
of an equality action plan
(see Preliminary level).

SUGGESTED EVIDENCE

Named person or group accountable
for equality.

Specified budget and staff or volunteer
time recorded in meeting minutes,
person specification, and individual
action plan.

Written communication, website pages,
internal communication.

A copy of the policy that addresses
equality.

Training session notes, list of attendees
and evaluations.

Presentation papers, list of attendees,
publications or promotional materials,
staff handbook, members’ handbook,
recruitment literature, induction
training, minutes of meetings,
advertisements, recruitment materials,
policies and procedures, staff training,
members’ information.

Statistical data that demonstrate the
demographic profile of the organisation
to include staff, all volunteers, coaches,
officials and participants, in terms of
gender, ethnicity, age, disability and
sexual orientation (staff only).

Report and presentation of the
findings.
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4.2 Preliminary level

Principle: your organisation is clear about what it

needs to do to achieve equality

A. Developing Your Organisation

OUTCOME SUGGESTED KEY TASKS

Your organisation
understands the

Seek guidance on the
findings of the audit

issues and which demonstrate
barriers faced under-representation
by under- from particular
represented groups.

groups.

Your organisation has a
robust action plan for
equality which all staff,
volunteers and key
stakeholders understand.

Review policies, procedures and
programmes for their equality impact.

Draft an action plan for equality.

The action plan should take account of
all areas of your organisation’s activities
including: sports development work,
administration, personnel and human
resources, publicity and marketing,
representation and committee structures
and elite elements of the sport.

Identification of pathways for under-
represented groups.

Develop a consultation process both
within the sport and with external
stakeholders including equality target
groups and equality organisations.

Integrate systems for monitoring
and review into the action plan.

Communicate and promote the
organisation’s policy and action
plan internally.

SUGGESTED EVIDENCE

Notes of meetings, training and briefing
sessions with relevant experts.

Research report or data that
investigates the relevant issues and
barriers and underlines rationale.

Attendance at relevant conferences,
seminars and workshops.

Internal study or survey on the equality
issues facing the organisation’s staff
and/or volunteers.

Copies of old and new policies,
correspondence that demonstrate
a review has taken place.

Correspondence and communication
from staff and senior volunteers that
contribute to the development of the
equality action plan including memos,
meeting minutes, briefing papers.

Details of communication with under-
represented groups, eg consultation
meetings, focus groups, written
responses or direct contributions

to the action plan.

Copy of the equality action plan which
details objectives, tasks, accountability,
timescales and resources.

Copies of monitoring procedures,
including a plan of how they are to
be resourced, reports and minutes
of meetings.

Briefing and literature, staff handbook,
code of conduct, members’ handbook,
website, inclusion in annual report,
marketing plan, club materials.
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OUTCOME

All staff and volunteers
within your organisation
understand the principles
of equality and their role
in delivering against the
action plan.

SUGGESTED KEY TASKS

Undertake a training needs analysis for
staff, managers and senior volunteers.

Establish relevant training and staff
development initiatives which support
the equality action plan and organisation’s
objectives.

Identify the roles of individuals in
delivering elements or sections of
the action plan.

Review all human resource policies,

procedures and practices, for example:

e (lear and relevant selection criteria
for staff and senior volunteers.

e Equality training staff involved in
recruitment and selection.

e Format and content of application
materials to include information
on equality.

e Seek alternative media to reach
under-represented groups.

e Ensure grievance, disciplinary and
complaints procedures are in place.

B. Developing Your Services

Partner organisations and
new audiences are aware
and engaged in the delivery
of the action plan.

Promote the action plan to, and
through, equality organisations.

The organisation has an agreement with
equality organisations, and a means of
communicating with key stakeholders,
on the implementation of the equality
action plan.

SUGGESTED EVIDENCE

Organisation’s training programme,
demonstrating how equality is addressed.

Training, seminar and workshop materials.

Key staff and leading volunteers have
specific responsibilities detailed in the
action plan.

Review framework, report of human
resources review, minutes of meetings,
new or amended policy documents.

Selection criteria, application packs,
recruitment literature, internal and
external communications,
recruitment and selection
training programme,

list of attendees
on training.

Joint
articles,
press releases,
features and
media list.

L.TTERY FUNDED

Correspondence with
equality organisations.

Surveys of stakeholders including
those from under-represented groups.

Use of new media forms including
sporting and non-sporting media
whose audience is primarily from
under-represented groups.
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4.3 Intermediate level

Principle: your organisation is increasing opportunities
for a diverse range of people

A. Developing Your Organisation

OUTCOME

Your organisation has
increased the diversity of
your leadership, staff, board
and senior volunteers.

SUGGESTED KEY TASKS

Establish positive action schemes to

increase the diversity of staff and board,

including:

e Set targets for representation on
staff team, committees and boards.

® Run positive advertising campaigns.

¢ Develop succession programmes
and mentoring for key positions.

e Co-opt or second individuals from
under-represented groups.

Support the process with specific
gender, disability and racial equality
training to include elements on sexual
orientation, age and religion.

Positively promote positions within the
organisation to increase applications
from target groups.

SUGGESTED EVIDENCE

Information on positive action schemes
developed to increase the diversity of
staff and board including:

® advertisements

* promotional materials

® person specification

e evidence of media used.

Ongoing reporting of profile of staff
and board.

Training courses or modules that
include specific equality elements,
course evaluations.

Advertisements placed with diverse
publications, websites or targeting
specific groups.
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OUTCOME

All of your organisation’s
internal policies and
procedures pay due regard
to diversity.

SUGGESTED KEY TASKS

Carry out impact assessments and
review of all policies.

Communicate these to staff and board.

Amend existing policies and procedures
or develop new policies and procedures
that establish good practice in human
resource management.

Implement appraisal and objective
setting in equality for senior staff.

Allocate performance targets to key
staff and senior volunteers.

SUGGESTED EVIDENCE

Impact assessment process and results.

Documented annual policy review which
takes account of legislative obligations,
results of monitoring against targets and
performance indicators.

Evidence of good practice in:

e human resource policies and
management

e grievance and disciplinary policies

e selection and recruitment procedures

e education programmes and strategies.

Examples of appraisal and performance
targets.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 401



CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 402



B. Developing Your Services

OUTCOME

Your organisation has
increased the diversity of
people participating/using
its services.

People inside and outside
your organisation are aware
of your success and
achievements in working
towards equality.

SUGGESTED KEY TASKS

Identify and promote examples of good
practice in sport relating to equality.

Establish pilot programmes to increase

participation by under-represented

groups. Contribute to national or

international projects that address

participation by under-represented

groups. Programmes might include:

e sports development initiatives

e partnership links with schools, local
authorities, sports action zones,
regional sports boards

e social inclusion partnership projects

e evaluate the project.

Positively promote the organisation’s
commitment, equality action plan and
achievements in equality:

e Equality proofed publicity and
promotional materials on the website,
in newsletters or magazines.

e Regular communication with non-
traditional media which highlights
your organisation’s success against
performance targets.

e Use champions, figure heads or
well-known figures to help publicise
successes.

e Qrganise a community event

to congratulate volunteers who

contributed to the success.

Celebrate successes through

seminars, workshops or awards

ceremonies.

SUGGESTED EVIDENCE

Reports, minutes, monitoring and
review papers, service user surveys,
project evaluations.

Pilot specification, aims and action plan.

Correspondence or publicity materials
for pilot programmes.

Evaluation report.

Audit data that demonstrate an increase
in service users and/or participants.

Written examples of good practice
and case studies.

Information on organisation’s website
and intranet.

Acknowledgement at board meetings.

Lead speaker or workshop at a major
conference.

Equality section in sport newspaper/
newsletter.

Journalist comment in local, regional
or national newspaper.

Slot on local, regional, national or
specialised radio programme.

Publicity materials, website promotion,
communication with partner
organisations and non-traditional media.

Communication with partner agencies,
including other sports bodies that
promote the organisation’s successes
and shares good practice.
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4.4 Advanced level

Principle: your organisation offers fair and equal opportunities
to its staff and the communities it serves

A. Developing Your Organisation

OUTCOME

Leadership, and staff are
reflective of the community
you serve.

Equality is mainstreamed

through the organisation’s
operations, functions and

service delivery.

SUGGESTED KEY TASKS

Gather statistical data that demonstrate
an increase in the diversity of boards,
advisory groups and staff.

Ensure key policies and strategies in
all areas of activity include a visible
equality dimension.

Named staff and board

_6 members are identified
o L -

" as being responsible
for equality in their
area of operation.

Actively seek
representation on
boards and committees
of previously under-
represented groups
through positive action.

Ensure there is an equality
manager or senior member of staff
with capacity to develop the equality
programme.

Ensure equality training is included
in induction, performance review and
appraisals for staff and volunteers.

Take appropriate action in the event of
non-compliance with the organisation’s
equality policies and requirements by
individuals, affiliated bodies or
contractors.

SUGGESTED EVIDENCE

Audit report.

Reports to committee and/or
management teams, which highlight the
increase in the organisation’s profile to
reflect the community at large.

All policies to have an equality focus that
is highlighted.

Equality priorities highlighted in staff and
board members’ individual objectives.

Audit report that demonstrates
representation appropriate to your
organisation’s community with positive
trends in areas of previous under-
representation.

Staff and resources for equality in place
and accounted in your organisation’s
staff structure.

Induction and training programmes,
review and appraisal templates.

Organisational procurement and grant
award policies, records of complaints,
monitoring reports and action taken at
national, regional and local level.
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B. Developing Your Services

OUTCOME

Participants, coaches,
officials, volunteers and
administrators are generally
reflective of the community.

SUGGESTED KEY TASKS

Collect and/or analyse demographic
data of your organisation’s community,
eg national, regional or local populations.

Develop and deliver specific initiatives
that will encourage more people from
under-represented groups to take up
your sport. These could be your own or
you could participate in a wider project.
(These might be a result of a pilot project
implemented at the Intermediate level).

Gather information and formulate

a report that demonstrates the
organisation’s success at achieving
a diverse participant base reflecting
your organisation’s community.

Review the impact of the initiatives
developed and delivered at the
Intermediate level.

Establish development targets for clubs
and key competitions to reflect their
communities and the need to address
under-representation in sport.

SUGGESTED EVIDENCE

Demographic report, evidence sources
or relevant surveys.

Rationale and evidence base for target
setting. Targets with timescales
integrated into development plans.

Project development plans, evaluation
and monitoring reports.

Completed report, participant surveys
or evaluations.
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OUTCOME

All of your organisation’s
programmes and investment
pay due regard to the diverse
groups it serves.

All affiliated organisations
and clubs are able to engage
and develop participants,
coaches, officials and
administrators from under-
represented groups.

SUGGESTED KEY TASKS

Your organisation seeks to demonstrate

that it has:

e Established and reviewed targets
for equality.

¢ Monitored participation and
development initiatives.

e Worked effectively in partnership.

e Established discrete budgets
for equality.

e Assessed budgets for the impact
of equality.

e Developed equality impact
assessment for their sport.

e Used statistical information to
demonstrate how under-
represented groups have benefited

from resource and funding decisions.

¢ Integrated equality into all
communications and key products
associated with your organisation.

Clubs establish links to local initiatives
and networks to increase participation
and membership levels.

Promote or establish club and affiliation
schemes, such as Sport England
Clubmark, that integrates equality into
the sound governance and performance
management of clubs.

Schemes to include guidance and
support for clubs to target and engage
under-represented groups in all
capacities:

e participants

e coaches

e administrators

e officials.

Provide guidance and information on
funding streams that target local
club development and/or social
inclusion.

SUGGESTED EVIDENCE

Report or evaluation of impact of
programmes that target under-
represented groups.

Target groups’ consultation and
correspondence.

Information and promotional materials
for club accreditation scheme.

Correspondence and communication
with affiliated bodies and clubs.

Correspondence with schools,
local authorities and local networks.

Guidance and support materials
developed specifically for clubs.

Monitoring reports of clubs applying
for, and achieving, club accreditation.

Funding information secured, or
developed, and circulated to clubs.
Monitoring reports of funding
applications submitted and the
number that are successful.
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OUTCOME

There is an increase in the
number of athletes from
under-represented groups at
performance and excellence
levels of sport (governing
bodies only).

SUGGESTED KEY TASKS

Audit of the profile of athletes at
performance and excellence levels.

Assess the specific needs of different
groups in developing talent and accessing
performance pathways.

Analyse current performance pathways
and develop specific programmes to

ensure equitable investment and provision.

This might include:

e Education and training for coaches,
managers and selectors.

e Information and training for parents
and carers.

e Revised strategic and competition

planning, including investment strategies.

¢ Youth development programmes that

target under-represented groups.
e Revised training camp
structures.

SUGGESTED EVIDENCE

Audit data of athletes at all representative
levels, including youth programmes,

Start and Potential, Elite Cymru, World
Class Performance programme and
Talented athletes.

Analysis report of issues and barriers for
under-represented groups.

Surveys of service users including
coaches, parents, carers and athletes.

Project plans, targets, training plans,
course attendees, correspondence with
service users and publicity materials.
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Appendices

5.1 Glossary of terms

Community
A group of people with shared interests, locally
and/or nationally.

Disability

Defined under the Disability Discrimination Act 1995 as ‘a
physical or mental impairment that has a substantial and
long-term adverse effect on a person’s ability to carry out
normal day-to-day activities’.

Disability — Social Model

Disability is a condition imposed on disabled people by
society and is created by prejudice, fear, myths and
ignorance. It limits opportunities for education, employment,
financial independence and full social interaction.

Disadvantage
An unfavourable circumstance or the disproportionate
deprivation of some or all resources without reason.

Discrimination
The action that people take on the basis of their
prejudices, which results in unfair and unjust treatment.

Direct discrimination

Treating one person less favourably than another in similar
circumstances. Direct discrimination on the basis of sex
often shows itself in traditional stereotypes about the roles
of men and women and what might be considered ‘men’s
jobs’ and ‘women’s jobs’. Women are frequently the target
of discriminatory practices.

Indirect discrimination

Imposing requirements or conditions, which on the face
of it, apply equally to all but which, in practice, can be
met only by certain sections of the population. Such
requirements or conditions are lawful only if they can be
objectively justified.

Diversity
Respecting and celebrating individual and community
differences.

Equal opportunities

Within the employment context, treating people as
individuals and providing them with opportunities on
the basis of their skills, talents and qualifications so
that they are neither disadvantaged nor denied access
on the grounds of their age, disability, ethnicity, race,
sex or sexual orientation.

Equality

The state of being equal - treating individuals equally,
which is not necessarily the same as treating them the
same. In some cases the need for equality may require
unequal effort to ensure that the principle of equality
is achieved.

Equity

In its simplest sense, ‘fairness’; the process of allocating
(or reallocating) resources and entitlements, including
power, fairly and without discrimination. It includes
fairness in opportunity and the upholding of individual
human rights through social justice.

Empowerment

A learning organisation is one that provides the skills,
competencies and information to enable individuals to
learn and develop their potential that will benefit both
the individual and the sport.

Ethics
The systematic application of moral rules, principles,
values and norms.

Ethnic minority communities
This term is often used to distinguish between white
people and black and other ethnic minority communities.

Harassment

A form of discrimination that may lead to a breach of
statute as it constitutes an activity that can be detrimental
to members of one particular race or sex. Harassment can
be defined as an action or comment that causes persistent
offence to a person or group. An example of racial
harassment would be racially motivated behaviour that
causes distress or discomfort to people from ethnic
minority communities.
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Mainstreaming

The systematic integration of gender equality into all
systems and structures; policies, programmes, processes
and projects; into cultures and their organisations, into
ways of seeing and doing.

Positive action

A range of measures or initiatives intended to redress the
effects of past discrimination. For example, positive action
measures are frequently used to encourage applications
from an under-represented group in an organisation or to
introduce training where there is under-representation of
a particular group in the organisation. Positive action can
be taken to redress a balance only within the bounds of
the appropriate legislation.

Prejudice

Negative, irrational feelings, attitudes and opinions that
people have about other people. It suggests prejudging or
forming an opinion about other people without any prior
knowledge of them.

Racism

The total effect of racial disadvantage and discrimination,
caused deliberately or inadvertently by individuals, groups
or organisations.

Sexism
The systematic discrimination against one sex (usually
by the other).

Sexual orientation

An awareness of expressions, actions, declarations,
attitudes or behaviours linked to an awareness of own

or others sexual identity. These identities include lesbians
and gay men, bisexual women and men, heterosexual
men and women, and transsexual people.

Social inclusion

A process of tackling needs, generally for communities
who are or who have been excluded from services and
opportunities that the majority of the community has
access to. Social inclusion is often used to describe places
where there are excluded communities and where there
is a need for actions that bring opportunities to these
excluded people. It is often used in the context of
opportunities in education, housing, economic prosperity,
health, employment and in community safety and crime
reduction and in community facilities (arts, sport, culture
and community venues and services) and transport.

Stereotyping

The process of labelling people because they are members
of a particular visible group or developing a standardised
image of a person or group, whereby it is assumed that
they must also share particular traits that are considered
characteristic of that group.
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5.2 Points of contact for further information

SPORTS COUNCILS

UK Sport

40 Bernard Street

London WC1N 1ST

Tel: 020 7211 5100

Fax: 020 7211 5246

Email: info@uksport.gov.uk
Website: www.uksport.gov.uk

Sport England

Third Floor Victoria House
Bloomsbury Square

London WC1B 4SE

Tel: 08458 508 508

Fax: 020 7383 5740

Email: info@sportengland.org
Website: www.sportengland.org

sportscotland

Caledonia House

South Gyle

Edinburgh EH12 9DQ

Tel: 0131 317 7200

Fax: 0131317 7202

Email: library@sportscotland.org.uk
Website: www.sportscotland.org.uk

Sports Council for Wales

Welsh Institute of Sport

Sophia Gardens

Cardiff CF11 9SW

Tel: 029 2030 0500

Fax: 029 2030 0600

Email: scw@scw.co.uk

Website: www.sports-council-wales.co.uk

Sports Council for Northern Ireland
House of Sport

Upper Malone Road

Belfast BTg 5LA

Tel: 028 90 381222

Fax: 028 90 682757

Email: info@sportni.net

Website: www.sportni.net

SPORTS ORGANISATION

CCPR

Francis House

Francis Street

London SW1P 1DE

Tel: 020 7854 8500

Fax: 020 7854 8501
Email: info@ccpr.org.uk
Website: www.ccpr.org.uk

EQUALITY ORGANISATIONS

Women'’s Sports Foundation
Third Floor Victoria House
Bloomsbury Square

London WC1B 4SE

Tel: 020 7273 1740

Fax: 020 7273 1981

Email: info@wsf.org.uk
Website: www.wsf.org.uk

Phab NI Inclusion Matters
Jennymount Business Park
North Derby Street

Belfast BT15 3HN

Tel: 028 90 746 555
Website: www.phabni.org

Special Olympics Ulster

Unit 7

Silversprings

Market Street

Ballymoney BT53 6EA

Tel: 028 2766 6959

Website: www.specialolympics.ie

Sporting Equals

Commission for Racial Equality
3rd Floor, Lancaster House

67 Newhall Street

Birmingham B3 1NA

Tel: 0121 710 3014

Fax: 0121 710 3022

Email: sportequal@cre.gov.uk
Website: www.cre.gov.uk/speqs
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EQUALITY COMMISSIONS

English Federation of Disability Sport Equal Opportunities Commission

Alsager Campus Overseas House
Manchester Metropolitan University Quay Street
Hassall Road Manchester M3 3HN
Alsager ST7 2HL Tel: 0161 833 9244
Tel: 0161 247 5294 Website: www.eoc.gov.uk
Fax: 0161 247 6895
Email: federation@efds.co.uk Commission for Racial Equality
Website: www.efds.co.uk St Dunstan’s House
201-211 Borough High Street
Scottish Disability Sport London SE11GZ
Scottish Disability Sport Tel: 020 7939 0000
Fife Sports Institute Fax: 020 7939 0001
Viewfield Road Website: www.cre.gov.uk
Glenrothes KY6 2RB
Tel: 01592 415700 Disability Rights Commission
Fax: 01592 415710 Freepost MID 02164
Email: ssadsds@aol.com Stratford upon Avon CV37 9BR

Website: www.scottishdisabilitysport.com Tel: 08457 622 633
Website: www.drc-gb.org
Federation of Disability Sport Wales

Welsh Institute of Sport Equality Commission of
Sophia Gardens Northern Ireland
Cardiff CF11 9SW Equality House
Tel: 029 2030 0526 7—9 Shaftesbury Square
Email: office@fsadwales.org Belfast BT2 7DP
Tel: 028 9050 0600
Disability Sports Northern Ireland Fax: 028 9024 8687
Unit 10 Textphone: 028 9050 0589
Ormeau Business Park Email: information@equalityni.org
8 Cromac Avenue Website: www.equalityni.org

Belfast BT7 2JA

Tel: 028 9050 8255

Fax: 028 9050 8256
Email: email@dsni.co.uk
Website: www.dsni.co.uk

Stonewall (Lesbian and Gay Rights)
16 Clerkenwell Close

London E1

Tel: 020 7881 9440

Website: www.stonewall.org
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Endorsement

The CCPR, Women’s Sports Foundation, English Federation
of Disability Sport and Sporting Equals are delighted to
support and endorse The Equality Standard.

The Equality Standard is a significant step towards making
provision of sport in the United Kingdom fair, just and
equal. We, the partners, have contributed to the Standard
and will work with our colleagues at each Home Country
Sports Council and UK Sport to provide the
impetus to ensure it is translated
into practice.

\‘.
e
;nlllh- Federation

of Disabifity Spart
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This publication can be made available in alternative
formats or languages. For further information contact
Sport England Marketing on 08458 508 508.

\7

SPORT
ENGLAND

Third Floor Victoria House, Bloomsbury Square, London WC1B 4SE
Tel: 08458 508 508 Fax: 020 7383 5740
Email: info@sportengland.org Website: www.sportengland.org

© Sport England, September 2004
SE/2300/3M/09/04

Copy edited by Jane Withey. Designed by Chatland Sayer. Printed in England by D & J Press, Harlow.
Photographs by Action Images and Home Country Sports Councils.
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APPENDIX 49

The UK Equality Standard
— Resource Pack

This Appendix is reproduced by kind permission of the UK Equality Standard.
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UK Equality Standard Resource Pack

Requirements
and Forms

Produced May 2012
Updated February 2014
by the Sports Council Equality Group

\ 4
0« @’legym O, sromr

The Equality Standard
A Framework for Sport

o/
POCL  uksport)  seortscotiand

Northern Ireland

world class success
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UK Equality Standard Resource Pack

1. Introduction

The Equality Standard: A Framework for
Sport (the Standard) was launched by the
UK sports councils in November 2004

to help address the inequalities that exist
within the sports sector. It is a framework
to guide sports organisations, including:
governing bodies of sport, county sports
partnerships (CSPs), sports councils and
national sports organisations towards
achieving equality. A more detailed
introduction to the standard can be found
in the “process and guidance for sports
organisations” document.

This document contains three sections:

o Outcomes, minimum requirements,
evidence, examples of good practice and

additional guidance for each level of
the Standard;
» The assessment criteria against which
all submitted evidence should be tested;
« An assessment form for each level of
the Standard.

This is part of an overall suite of guidance
material containing four other documents:

o Process and guidance for sports
organisations;

» Designated support lead (DSL) process
and guidance;

» Equality standard assessor (EQSA)
process and guidance;

o Glossary of terms.

2. Minimum requirements

2.1

Areas of activity
The Standard is based on two broad areas
of activity:

» Developing your organisation — This
will be a reflection of the culture,
policies, leadership and people;

» Developing your services — This activity
describes the work an organisation has

done to improve delivery and will be
reflected in action plans (e.g. inclusion
programmes, initiatives to encourage
under represented groups to participate
etc).

2.2

Levels of achievement
There are four levels of achievement,
Foundation, Preliminary, Intermediate and
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UK Equality Standard Resource Pack

Advanced, with each being structured in
the following tables as shown below:

« Each level contains three or four
outcomes;

« Each outcome is broken down into a
number of minimum requirements;
 For each minimum requirement, there
is a list of evidence for DSL assessment,
a list of evidence for EQSA assessment,

best practice and some additional
guidance.

It is expected that the applicant organisation
will be assessed against the specified
evidence. However, the evidence listed is

a guide and it is not prescriptive. Suitable
alternatives can be presented if they meet
the outcomes and will be judged on

their merits.

2.3

Principles of each level

Foundation

The organisation is committed to equality
and that commitment is communicated to
all staff and volunteers.
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Preliminary

The organisation is clear about what

it needs to do to achieve equality, it
understands the issues and barriers
faced by under-represented groups in
sport and has a robust equality action
plan which all staff, volunteers and key
stakeholders understand.

Intermediate

The organisation is increasing opportunities
for participation and involvement by

a diverse range of people including
representation on its own leadership, staff,
board and senior volunteers. All internal
policies pay due regard to diversity.

Advanced

Leadership and staff, including coaches
and officials as well as participants,

are offered a fair and equal opportunity
and are reflective of the community the
organisation serves.

Equality is central to the way an
organisation carries out all of its work.
All affiliated organisations and clubs

are able to engage and develop participants,
coaches, officials and administrators from
under-represented groups.



UK Equality Standard Resource Pack

2.4 Foundation level

S -

Your organisation demonstrates 1.1 Set responsibility for equality Written evidence the board has nominated or appointed a
a clear commitment to equality. at the highest level in the lead officer or board member with responsibility for equality
organisation both in terms of e.g. job descriptions; written into policy; terms of reference.

officers and board members;
+  Board and head of organisation
have responsibility for equality.

1.2 Deliver briefing to engage senior  Briefing session notes and/or presentations delivered to the

staff and board members on board and staff on equality e.g. requirements and benefits
equality and its relevance to of engaging with the Standard, legislation, business case,
increasing participation in your consideration of barriers, good practice examples.

sport.

1.3 Ensure that all those involvedin ~ +  An equality statement on website and/or written

the organisation are aware of its material;
commitment to equality: +  Email equality statement to staff (paid and unpaid)
+ A public commitment to and board members;
addressing inequalities and »  Board minutes/agenda with equality as standing item.

preventing discrimination;

«  Azero tolerance approach
to harassment and unfair
treatment is demonstrated.

2 Your organisation has a policy 2.1 Implement a policy for equality. ~+« A written up to date policy which complies with the
for equality that has been home country legislation;
communicated to staff (paid and *  Board minutes demonstrate that the policy was
unpaid), board, coaches, officials, approved.

and members/participants.

2.2 Ensure all staff and key Evidence to demonstrate that the policy has been circulated
volunteers have an opportunity to all staff (paid and unpaid) and board members for an
to contribute to its development. opportunity to contribute to the policy, with responses
collated and considered.

Email, board minutes, newsletter or similar circulation of
the policy is acceptable as long as this is supported by the
collation of responses.

2.3 Disseminate and communicate Equality policy and statement accessible on the
the policy for equality throughout organisation’s website.
the organisation.
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UK Equality Standard Resource Pack

- Evidence for EQSA Assessment Best practice Additional guidance

Written evidence the board has Nominated or appointed lead officer
nominated or appointed a lead officer has support from an internal group
or board member with responsibility ~ which is responsible for ensuring that
for equality e.g. job descriptions; the equality policy is implemented.
written into policy; terms of reference.
A figure for equality resource (human
or financial).

List of attendees at briefing and;
briefing to be delivered as part of
induction for all new staff.

Committee papers/senior The equality statement can be your vision for equality.
management meetings agendas
showing equality as a standing item.

A written up to date policy which Example policies are available on the Equality in Sport
complies with the home country website: www.equalityinsport.org
legislation.

The policy should include: a statement of intent; scope; an
outline of specific commitments and actions; an open and
accessible membership approach; details of how the policy
will be implemented; responsibilities; details of how the
policy will be monitored and updated and; how complaints
will be addressed.

Consultation with other equality For a list of equality partners that support work relating
partners when developing the to each of the protected characteristics, please see
equality policy. www.equalityinsport.org

Each home country may have its own representative
organisations and equality partners.

Examples include: home country disability sport
organisations, Sporting Equals, Women’s Sport and Fitness
Foundation, Local Ethnic Minority community organisations,
Stonewall, local coalition groups etc.

Referenced within the organisations A sign and return form for the policy can be used to

service level agreements and demonstrate that all staff have read and understood the

contracts. policy. It could be part of induction process or in the staff
handbook, which is signed off.

continues overleaf
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UK Equality Standard Resource Pack

2.4 Foundation level (continued)

S -

Your organisation is aware of its 3.1
current profile and position in .
terms of equality.

3.2

3.3

Conduct an audit of: A complete equality profile of the staff (paid and unpaid) and
Staff (paid and unpaid) and board to be conducted against all categories relevant to the
board. legislation of the home country.

Present and summarise the Findings of the audit collated and presented with a

findings of the profile audit comparison against national data where available.

in an accessible format and

communicate to board, staff Evidenced through board minutes, staff (paid or unpaid)

(paid or unpaid) and to members  briefing notes, correspondence and website.
where relevant.

Consideration that HR policies Completed HR audit as per template.

and communications activities

are up-to-date in terms of Completed communications framework as per template.
latest equality legislation

by completing HR and

communications audits.
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UK Equality Standard Resource Pack

- Evidence for EQSA Assessment Additional guidance

Nominated or appointed lead officer ~ Appropriate audit profile forms are available on the

has support from an internal group Equality in Sport website: www.equalityinsport.org
which is responsible for ensuring that
the equality policy is implemented. For small applicant organisations, a reasonable and practical

approach should be taken. The EQSA will require evidence of
process to feel satisfied that the methodology has not been

Afi f lit h
igure for equality resource (human biased, the coverage has been fully inclusive and that all the

financial). - .
orfinancial) equality categories have been asked.
England, Wales and Scotland: age, disability, gender
reassignment, marriage or civil partnership, pregnancy and
maternity, race, religion or belief, sex and sexual orientation.
Northern Ireland: persons of different religious belief,
political opinion, racial group, age, marital status or sexual
orientation; men and women generally; persons with a
disability and persons without; and persons with dependents
and persons without.
Findings of the audit collated and Findings of the audit collated and Go to sports council websites to find survey data information,
presented with a comparison against ~ presented with a comparison against  or contact s.imilar size organisations, whom may have
national data where available. other organisations, local population, achieved this level.
and sport participation surveys. . . .
This might include national survey Census data from each home country will provide national
data on sports participation in the COINPRIECHES

home countries, such as The Northern
Ireland Sport and Physical Activity
Survey (SAPAS) and the Active People
Survey.

Links to relevant data sources can be found at:
www.equalityinsport.org

The audit should clearly identify the organisational profile,
broken down by those strands relevant to your home country.

Graphs are acceptable.

Areas for improvement should be clearly identified.

Please see the HR and Communications audit templates,
available on the website: www.equalityinsport.org

Policies to be considered:

*  Recruitment and selection;
*  Harassment and bullying;

+  Disciplinary;

+  Flexible working;

+  Grievance.

Policies do not have to be in place at Foundation level, but

to meet legal requirements sports are encouraged to develop
and review policies using the following resources:

+  Sports and Recreation Alliance:
www.sportandrecreation.org.uk

+  Welsh Sports Association:
www.welshsports.org.uk

+  Advisory, Conciliation and Arbitration Service:
www.acas.org.uk/index.aspx?articleid=1461

For further information, or for links to the latest
equalities legislation, please see: www.equalityinsport.org
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2.5 Preliminary level

Outcome Minimum requirement Evidence for Assessm -

Your organisation is aware of
its current external profile and
position in terms of equality.

Your organisation has a
robust equality action plan to
advance equality and increase
participation. Staff (paid and
unpaid) understand how this
plan relates to their role.

1.1 Conduct an equality profile

2.1

audit of:
Staff (paid and unpaid) and
board members;

Coaches, officials and members/

participants.

Produce an evidence-based
action plan for equality. This
should be aligned to the work
areas in the organisation’s
business plan, and should
incorporate action based on
analysis of the organisation’s
equality profile audit data.
Guidance should be sought
from appropriate equalities
organisations and partners.

The plan should demonstrate:

Consideration of barriers to
participation;

Actions to achieve outcomes;
Monitoring of progress

Review dates and responsibilities;

Evaluation of the plan.

Each action should include:
Roles and responsibilities;
Timescales;
Progress/status;

Resource.

A complete equality profile of the staff (paid and unpaid),
board, coaches, officials and members/participants to be
conducted against all categories relevant to the legislation
of the home country and as advised by the home country
sports council.

A copy of the equality action plan that has been agreed and
endorsed by the board, along with an indication that the plan
is being implemented.
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- Evidence for EQSA Assessment Additional guidance

A complete equality profile of the Appropriate audit forms are available on the Equality

staff (paid and unpaid), board, in Sport website: www.equalityinsport.org

coaches, officials and members/

participants to be conducted Protected characteristics by home country England, Wales
against all categories relevant to and Scotland: age, disability, gender reassignment, marriage
the legislation of the home country or civil partnership, pregnancy and maternity, race, religion or
and as advised by the home country belief, sex and sexual orientation.

sports council.
Northern Ireland: persons of different religious belief,
political opinion, racial group, age, marital status or sexual
orientation; men and women generally; persons with a
disability and persons without; and persons with dependents
and persons without.

A copy of the equality action plan «  Setup an equality working group  Your equality action plan should contain rationale which
that has been agreed and endorsed ensuring there is representation  should be linked to your audit report from Foundation level
by the board, along with an indication by senior management; and should refer to data, research and any other comparative
that the plan is being implemented. +  Demonstrate how the figures that are relevant and useful to your sport. (e.g. What
organisation has understood are the barriers and areas of priority for your organisation?)
the barriers and issues that
may have resulted in under- The plan should clearly identify objectives, aims, action,
representation; timescale, responsible officer and progress. Information
«  Equality actions incorporated relating to the monitoring and updating of the plan should
into strategic plans; be included and how the plan will be communicated.

«  Evidence to shape the plan in the
first instance will be driven by the Equality action plan template
outcome of the audit data and The action plan should take account of all relevant areas of
will have a longer term aim of your organisation’s activities, which might include: sports
diversification of staff and board. development work, administration, personnel and human
resources, publicity and marketing — including accessibility
In addition the plan may also be  of the website, representation and committee structures,

shaped by: performance development and elite sport, player pathway
*  Research reports; and coaching.
+  Attendance at conferences or

seminars; Equality action plans from a range of organisations can
«  Involvement in workshops or be accessed via the Equality in Sport website:

similar. www.equalityinsport.org. Actions should be geared toward

increasing the diversity of your governing body and sport.

Before the action plan is finalised you will need to consult
with stakeholders. These will include the board, staff,
coaches, officials, volunteers and members as well as
external organisations, e.g. community or charitable
organisations/equality partners.

You can do this via meetings, through email, consultation
events, and through the website. You can also do this in key
service areas, such as a comments box or notice board at
reception.

Consultation should ascertain the appropriateness of the plan,
any gaps that should be included, and any areas of concern.

continues overleaf
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2.5 Preliminary level (continued)

S -

2.2 Communicate/promote the The action plan to show how it will be communicated
equality action plan internally. throughout the organisation e.g. inclusion in business plan;
standing agenda item on board and operational meetings;
staff updates. Evidence to show the action plan has actually
been communicated.

3 All board members and staff 3.1 Identify the training Outcomes resulting from identifying training requirements
(paid and unpaid) within your requirements for staff and key and evidence that this is incorporated into the business
organisation understand the volunteers and create a learning  plan/equality action plan.
general principles of equality and development plan within the
how it relates to their sport. equality action plan.

4 Your recruitment practices and 4.1 Review, and enhance where +  Adverts should outline the organisations commitment
policies seek to advance equality. necessary, all recruitment to equality;

practices and policies: +  Adverts should be distributed to as wide an audience
»  The review considers how as practically possible;

equality can be advanced, »  Job specifications/descriptions and the application

including the recruitment of process does not exclude any groups from applying;

unpaid staff and volunteers. «  The selection criteria is clear, relevant and inclusive;

»  Staff involved in the recruitment process should have
received training on equality in recruitment;

» Interviews are held at appropriate and accessible
locations and times;

+  Application material includes an equality monitoring
form and other relevant equality information;

»  Recruitment and selection policy.
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- Evidence for EQSA Assessment Additional guidance

Communicating the action plan

Your action plan will contain information on the
communication process. This could include: website, intranet,
staff meetings, members (e-) newsletters or bulletins, events
and stakeholder meetings, and staff handbook.

Evidence to suggest that this communication has taken place
should be compiled.

It is important that equality is mainstreamed and is not just
seen as a ‘bolt on'.

How will you ensure that this happened?

+ Inclusion in the business plan;

+  Reference made in organisational policy and
documentation;

+  Permanent feature in newsletters;

»  Standing agenda item on board and operational
meetings. The EQSA will need to feel confident that
your organisation is embracing equality.

Outcomes resulting from identifying »  Delivery of identified equality Identifying training requirements
training requirements and evidence training; This can be done as specific equality training needs analysis,
that this is incorporated into the *  Wider training within the or equality can be included into your organisation training
business plan/equality action plan. organisation takes into needs analysis process (TNA).
consideration equality issues e.g:
- Recruitment and selection; Additional guidance can be accessed through the
- Staff inductions; Equality in Sport website: www.equalityinsport.org

- Coaching courses.
In order to mainstream this work equality should be
integrated into existing corporate training such as: staff
inductions, recruitment and selection training, coaching
courses etc.

Identify what you intend to do as an action in your ‘equality
action plan’; once you have achieved this you can report
progress through the action plan.

It is recommended good practice that training should be
delivered within 6 months after you have submitted for
Preliminary level.

You may be required to provide the EQSA or DSL with:

»  Information that is normally included in a job pack,
your mailing list, recruitment criteria, an outline of your
recruitment training programme, equality monitoring
as part of the application process.

»  Any work that is done in relation to reviewing all
recruitment procedures should be identified in your
action planning process and progress can then be
reported through this.
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2.6 Intermediate level

e -

Your organisation can
demonstrate that it is
implementing and reviewing
the equality action plan and has
collected updated profile data.

Your organisations policies and
procedures consider the impact
on people who share protected
characteristics.

Your organisation is working
towards increasing the diversity
of people participating/using its

services (members/participants).

1.1

The organisation can
demonstrate that it has made
progress in the implementation
of the equality action plan;

The organisation continues to
review the action plan to reflect
current requirements;

An updated complete equality
profile of the board, staff (paid
and unpaid), coaches, officials
and members/participants to be
conducted against all categories
relevant to the legislation of the
home country.

Current progress report against outcomes including
evidence that timescales in plan have been met and
rationale where they have not.

An up-to-date equality action plan;

Audit data for staff, board members, coaches, officials
and members/participants;

Data showing comparisons of current audit data with
those gathered at Foundation and Preliminary levels;
Annual board report detailing progress.

1.2 The organisation can *  The training programme is embedded within the equality
demonstrate that it has action plan;
implemented a training +  The organisation has set aside resources for the training
programme based on identified programme;

1.3

2.1

3.1

training requirements;

The organisation continues to
review training needs to reflect
current requirements.

As part of your action plan,
identify actions which work
towards increasing the diversity
of your staff (paid and unpaid)
and board.

Carry out an equality screening
of relevant policies and practices
and/or full impact assessments.

Develop and implement positive
action schemes to increase
diversity.

All training information including presentation/session
notes;

Attendance list;

The training plan is maintained and up-to-date.

Written plan of how to work towards achieving diversity
of your staff (paid and unpaid) and board.

Evidence that the actions have been implemented.

Completed screening and/or full impact assessments
for prioritised human resource policies and one key area
of service delivery;

Rationale for the screening process;

Information regarding involvement of internal and
external stakeholders;

Update of equality action plan to include longer term
objectives to conduct screening and/or full impact
assessment(s);

Evidence of embedding equality screening within policy
development and review processes;

Results of the screening have been communicated e.g.
website update, newsletter, emails, posters, letters.

Positive action schemes with evidence of:

Justification that proposed positive action is a
proportionate means of achieving a legitimate aim;
Specification, aims and details of programme;
Monitoring and review papers or project evaluations;
Correspondence or publicity materials for pilot
programmes.
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Current progress report against
outcomes including evidence
that timescales in plan have
been met and rationale where
they have not;

»  Data showing comparisons of
current audit data with those
gathered at Foundation and
Preliminary levels.

Written plan of how to work towards
achieving diversity of your staff (paid
and unpaid) and the board.

Evidence that the actions have been
implemented.

Completed screening and/or full
imapct assessments for prioritised
human resource policies and one key
area of service delivery.

«  The equality action plan is
reviewed in line with the business
plan of the organisation;

*  Positively promote the
organisations commitment to
the equality action plan and
achievements in equality.

Individual training needs are
reviewed in line with their personal
development reviews.

Plan considers all
decision-making structures

- Evidence for EQSA Assessment Additional guidance

An up to date equality action plan detailing:

*  Progress;

+ Identification that timescales have been met and
explanations where they have not;

*  Rationale and direction in terms of how the organisation
will move forward;

*  Review of recent data against those gathered at
Foundation and Preliminary level;

. Key successes outlined;

»  Key priorities to address.

Clearly defined action for the future with timescales and
responsibilities.

Examples of action plans can be found on the Equality
in Sport website: www.equalityinsport.org

An up to date training plan for the organisation detailing
equality training, or equality training outlined within the
action plan or business plan.

The plan should be current and should detail training that
has taken place, training that is due to take place and priority
areas for training in the future.

Examples of training plans can be found on the Equality in
Sport website: www.equalityinsport.org

Produce a written plan detailing how the organisation will
work to achieve diversity of staff and board. The plan should
clearly detail what mechanism will be put in place, timescales
and lead.

This plan can be integrated into the equality action plan or
other strategic planning such as the business plan.

An organisational/screening log is made available on the
organisations website.

Summary of equality screenings are made available on the
organisation website.

A date and review date for screening and/or full impact
assessment of policies should be set. The review date needs
to be no less than 1 year and not more than 3 years to take
account of legislative obligations or regulatory changes.

Positive action schemes should be included within the
equality action plan and progress reporting.

It would be useful to detail the following information;

business case, aims, monitoring, and evaluation of the

positive action scheme as part of the appendices.

Examples of positive action:

+  Sports development initiatives;

»  Partnership links with schools, local authorities,
community groups;

»  Social inclusion partnership projects;

+  Club development programmes.

For examples and good practice, please see the
Equality in Sport website: www.equalityinsport.org
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2.7 Advanced level

S -

Your organisation has made
significant progress towards
diversity within board, staff (paid
and unpaid), coaches, officials,
members or participants.

1.1

Gather profile information that
demonstrates the diversity of
boards, staff (paid and unpaid),
coaches, officials, members and
participants;

Report against identified bench
marks at Intermediate level and
define additional actions;
Actively seek representation on
internal committees through

Reports to committees, management teams, and board
which highlight the organisation’s profile and how this
has changed over time;

Audit report to reflect equality strands in line with home
country legislation;

Evidence of review, monitoring and evaluation of
equality objectives by senior managers/volunteers;
Evidence of steps taken to address shortfall to ensure
representative;

Evidence of self evaluation and learning points.

positive action;

+  Self evaluate effectiveness of
programmes or other actions
with a view to continuous
improvement.

2 Equality is mainstreamed 2.1
through the organisation’s
functions, policies and
procedures.

Ensure functions, key policies
and procedures in all areas of
activity that include a visible
equality dimension are screened
and/or undergo full impact
assessment.

Database which shows results of all completed screening
and/or full impact assessment of functions, key policies and
operations.

2.2 Evidence of a link between
equality outcomes, action plans,
corporate and service plans,
and the corporate performance
management system.

Demonstration could include equality mainstreaming
within performance review processes, competencies, role
accountabilities and continuous professional development.

2.3 Evidence of link between equality
and key HR processes.

Demonstration could include screening and/or full impact
assessment of all HR policies, induction pack, and recruitment

policies.

2.4 Named staff and board members Equality priorities highlighted in staff and board members’
are identified as responsible for  individual objectives, job descriptions and departmental
equality in their area of operation.  plans.

2.5 Establish further development Rationale and evidence base for target setting. Targets with
targets for clubs and key timescales integrated into development plans. Evaluate and
competitions to reflect the report on success of achieving targets. Other evidence might
diversity of your sport or include:
the need to address under . Equal prize money (where relevant);
representation. »  Equal access to facilities and events;

+  Events that pay due regard to religious days or
requirements;
+  Club accreditation schemes which highlight the value of
equality focused operations and programmes.
3 Your organisation is developing 3.1 Arationale for your A report or paper which:

further initiatives to address
each protected characteristic.

organisation’s priorities in
terms of specific initiatives for
particular characteristics;

An analysis of potential
differential needs for each
protected characteristic;
Development of a plan which
outlines initiatives to address
the differential needs of each
protected characteristic (where
there is evidence that there is
such a need).

Provides an analysis of differential needs for each
protected characteristic (relative to your organisations
work/focus);

Outlines ideas for development which would address
these differential needs.
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Reports which highlight the
organisation’s profile. .

Service programme;

Makeup of the equality and

diversity committee (or similar

group);

»  External advisory group;

+  Management or board discussion
and any decisions or action
decided.

Database which shows results of

all completed screening and/or full
impact assessment of functions, key
policies and operations.

Ensure that there is a clear, easy to
follow and visible screening and/

or fullimpact assessment process,
supported with appropriate templates
to record results and actions.

Equality action plan is fully integrated
into the organisations business
planning, reporting, and performance
management.

Rationale and evidence base for
target setting. Targets with timescales
integrated into development plans.
Evaluate and report on success of
achieving targets.

- Evidence for EQSA Assessment Best practice Additional guidance

Monitoring data should be able to demonstrate significant
progress within diversity of board and staff since beginning
the Equality Standard process.

The audit report should include an explanation of how your
board reflects diversity and the difference that diversity has
brought to the organisation.

Your current audit data should reflect all of the required
legislative strands and should be made public via your
website.

There should be sufficient evidence to suggest that equality
is imbedded within the organisation through individual work
programmes and departmental planning.

There should be evidence that management and board take
responsibility for ensuring commitment to equality.

The EQSA will need to be satisfied that screening and/or full
impact assessment is fully integrated into the organisation’s
policy development process and is being carried out by a
significant number of staff.

A screening template is available on the website:
www.equalityinsport.org

Equality action planning should be fully integrated into the
organisations business planning, including screening and
impact assessment. Equality action planning should not
be undertaken in isolation. The organisational planning,
monitoring and progress should now have equality
embedded within it.

Evidence of departmental planning is required; it should
be clear that there is a clear understanding of roles at
departmental level.
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3. Assessment criteria

When the evidence is being self-assessed
by the applicant organisation, assessed by
the DSL or independently evaluated by
the EQSA, it should be measured against,
and must satisfy, the following criteria to
achieve the level of the Standard:

i) Relevant

o Is the evidence directly relevant, is it
current (still up-to-date) and does it
cover all protected characteristics;

« Any research that is less than three years
old and other evidence that is less than
one year old will be considered good
practice. Evidence that does not fall
within this timescale will be judged on
its merits.
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Does the evidence show that the
activities described actually and
consistently happen in practice
throughout the organisation or as
appropriate to the organisation,
community and political climate?

iii)Scope

Does the evidence cover all areas of
activity within the scope of the outcome?

iv) Sufficient

Is the evidence sufficient in breadth and
depth to achieve the outcome?
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4. Assessment forms

The assessment forms are available as word
documents from your sports council. Each form
is similar, with only the relevant outcomes,
requirements and evidence being difterent. The
form has colour coded headings to show who
should be completing that section:

Applicant organisation - in red

Sports council - in purple

Designated support lead (DSL) - in blue

Equality standard assessor (EQSA) - in green

Below is guidance as to how to complete each
section of a form.

4.1 organisation as a whole and of the
relevant equality areas. Please try to
ensure that all answers give sufficient
detail, but are concise.

Contact details (part A)
These are to be provided by the
applicant organisation, relevant sports

council, DSL and EQSA. If the information requested is not

available in the way it is anticipated
4.2 then the organisation should give some

Background information (part B) detail to explain this. For example,

These should be answered by the the form asks for the number of
organisation to provide an overview members in the applicant organisation.
for the DSL and EQSA, so that they This is useful for the DSL and EQSA

have a general understanding of the to get a rough idea of the size of
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the organisation. However, if it is a

UK body with just home country
representation as members, then simply
answering “four” to the question will
not help greatly and some explanatory
text should be provided.

The last request asks for present
equality initiatives within the
organisation, which is fairly straight
forward, but also for equality initiatives
in the sport as a whole that are relevant
to the applicant. This may include, for
example, partnerships that the applicant
organisation has formed, committees
that they are part of, or research that
they are involved with, but that is being
carried out by another agency.

4.5

Application assessment (part C)

The first part of this section of the
form, “assessment of evidence”, shows
the requirements and evidence for
each outcome and provides space for
an assessment of the evidence from
the organisation, DSL and EQSA. The
organisation will insert a summary
of the evidence available as part of
their self assessment and the EQSA
will use this space to show the detail
of the findings of their evaluation,
including how the submitted evidence

meets the specified assessment criteria.
It is optional for the DSL to include
comments, but, for example, they
would be likely to state a view on the
merits of the evidence available if it is
different to that specified within the
requirements list.

The “good practice” information is not
repeated as part of the form, but if any
of this has been adopted, then it would
be helpful to the EQSA if this is stated
by the applicant organisation as part of
their self assessment or the DSL.

The second part of this section of

the form, “overall assessment of
application”, provides space for the
applicant organisation, DSL and
EQSA to list key strengths, areas for
development, an overall summary of
the evidence submitted and for the
EQSA to record their decision about
the application. Again, it is optional for
the DSL to add any information to this
section.

Areas for development are also
optional for the applicant organisation
and EQSA. These are areas that, if
addressed, would be likely to make the
applicant organisation more equitable,
but they do not prevent them from
achieving this level of the Standard.
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4.4

Examples of good practice (part D)

One way to ensure the Standard continues
to provide maximum benefit to all on an
ongoing basis is to develop examples of
good practice and then share these with
other organisations. This section provides
the opportunity for the DSL or EQSA, to
list any evidence from this application that
they regard as good practice worth sharing
with others.

4.5

Updating the Equality Standard (part E)
To ensure the Standard remains effective,
it may need to be periodically updated.
This part of the form allows the applicant
organisation, DSL and EQSA to add any
views they have about improvements that
could be made, based on their experience
of working on this application.

4.6

Signatories (part F)

This simply requires a name and date for
the applicant organisation, DSL, EQSA
and supporting sports council when they
have completed their work on this
application. This information should be
provided electronically. It is not expected
that forms will be physically signed.
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5. Further Information

Readers of this document should also read the other guidance
documents that are relevant to their involvement with the Standard.

The latest information regarding the Standard, including the most

up-to-date version of this document, can always be found on the Equality
in Sport website www.equalityinsport.org.
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Notes

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 438



CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 439



APPENDIX 50

The UK Equality Standard for Sport -
Guidance for Sports Organisations

This Appendix is reproduced by kind permission of the UK Equality Standard.
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Produced May 2012
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1. Introduction

1.1

Background

The Equality Standard: A Framework for Sport (the
Standard) was launched by the UK sports councils in

November 2004 to help address the inequalities that

exist within the sports sector. It is a framework to guide
sports organisations, including: governing bodies of sport,
county sports partnerships (CSPs), sports councils and
national sports organisations towards achieving equality.

Research shows' that there are origin, sexual orientation, age, social
significant inequalities in sports’ background, gender reassignment,
participation in the UK at all levels religion or belief, political opinion,
* Sport England: (including participants, coaches, marital/civil partnership status and
Active People Survey 4 fFicial 1 d 1 d d R I ol h
Diagnostic 2011 officials, volunteers and employees). ependents. Research indicates that
Sport Wales: Active Adults  These inequalities can be linked there are various barriers which
Survey 08/09 3.0 g g a0 .
Scottish Houshold Survey £ characteristics Wth‘h. are now hinder sports participation by people
09/10 protected under equalities legislation. from these under-represented groups.
The NorthernIreland A ¢rogs the UK these characteristics ~ Through the development of robust
Sport and Physical Activity . ] . . . ) .
Survey 2010 include: gender, disability, ethnic action plans, the Standard is a vehicle
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for widening access and increasing the
participation and involvement in sport
and physical activity by under-represented
individuals, groups and communities. The
Standard supports sports organisations to
develop and implement equality-proofed
policies and practices.

The Standard is endorsed by a range of
agencies. Please visit the Equality in Sport
website, www.equalityinsport.org, for the
latest list of these.

All the sports councils are committed to:

1. Continuing to develop the Standard so
that it supports the promotion of equality
within sport in an effective and non-
bureaucratic way;

2. Supporting organisations in whom they
invest to implement the Standard as part
of their work to achieve and promote
equality; and

3. Implementing the Standard.

Implementation of the Standard varies

in each home country in regard to the

level and type of support provided to
organisations, and whether achievement of
the Standard is an investment requirement
or not. All recognised governing bodies of
sport, including those that do not receive
investment from sports councils, are
encouraged to implement the Standard.

The Standard has been developed to ensure
it reflects current legislation. The Equality
Act 2010 (the Act) promotes and protects
equality and has jurisdiction in Wales,
Scotland and England. In Northern Ireland,
the legislation is structured differently, but
the spirit of the legislation is the same.

Legislation across the home countries
outlines protected characteristics that
individuals and groups of individuals
share. This ensures that people who share
these characteristics are protected from
discrimination and harassment. In addition,
public sector bodies, such as the sports
councils and local authorities, must comply
with certain general and specific duties.
These differ in various parts of the UK and,
if you need to know what affects public
sector bodies relevant to you, then contact
your sports council.
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The Standard is one mechanism through
which the sports councils are able to meet
their public sector body equalities duties.
It also supports sports organisations to
consider and engage with equality, both
within their internal structure and process,
and in the form of developing actions and
initiatives which encourage participation
in sport by people who share one of the
protected characteristics.

There are key benefits to your organisation of
working through the Standard. The Standard:
Provides a framework for achieving
equality in sport;
Helps to ensure democracy and sound
governance of the sport;
Increases participation by reaching new
audiences;
Mitigates against legal action and helps to
meet legal duties;
Enhances the skills and knowledge base of
staff and volunteers;
Increases involvement in equality at all
levels of the organisation;
Improves equality practices through
monitoring, evaluation and review;
Builds on existing equality good practice;
Guides in assessing and reviewing equality
performance and achievements;
Helps to open sport up to all sectors of the
community;
Encourages more potential administrators,
coaches, officials and volunteers;
Provides a positive public image;
Appeals to funding providers and sponsors.

This guide is primarily aimed at sporting
organisations that are applying, or are likely
to apply, for a level of the Standard. It is
part of an overall suite of guidance material
containing four other documents:

o Designated support lead (DSL) process and
guidance;

 Equality standard assessor (EQSA) process
and guidance;

 Equality Standard requirements and
assessment forms;

o Glossary of terms.
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1.3

Sports Council Equality Group (SCEG)

Equality Standard: .

management structure .Lea(fJeKqS“paci'rtty officers from:

This diagram shows the - Sport Northern Ireland

structure, management gﬁgﬁ \E"r’;lfc]sn q

and implementation . sportscotland

of the Standard, and

equality work across the

ﬁve Sports CounCIIS' Functions: Other SUPpOI’t partners

(for full list see equality

Decision making in relation to all aspects of the standard website):

Standard, including:

» Womens Sports and
Fitness Foundation

» Sporting Equals

»  English Federation of
Disability Sport

« Disability Sports
Northern Ireland

+  Scottish Disability
Sport

»  Disability Sport Wales

+ Development and review
+ Implementation

» Resourcing

+ Communication

Other functions:

» Shared best practice

» Collaborative research

» Dissemination of information
+ Equality advice and support

Protocols:

*  Quarterly meetings

» Shared operational contributions

» Decisions and key outcomes
communicated
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2. Assessment process

The Sports Council Equality Group (SCEG) will
maintain comprehensive and up-to-date guidance

documents, templates and good practice and
ensure that these are promoted and accessible to
organisations working through the Standard.

Assessment will take place on a quarterly
basis. Each quarter, sports council equality
leads will update SCEG on the progress and
projected submission dates of organisations
in which they invest. This will allow each
sports council and SCEG to schedule
EQSAs, who will provide an independent
evaluation of the submission.

There will be two phases to the assessment
process:

o Self assessment by the applicant sports
organisation, supported by the DSL;

o Independent evaluation of evidence by
an EQSA or auditor (for sports councils
using self assurance).

If you wish to work through a level of

the Standard, then approach your sports
council to establish whether funded support
is available. Alternatively, your sports
council may approach you to discuss how
and when you should aim to progress
through the Standard.

Once organisations have achieved a level of
the Standard, it is recommended that they
either progress to the next level within 3
years, or if they have not done that, they
resubmit for their current level. This is

not mandatory and the accreditation will
remain, but it is regarded as best practice to
progress or resubmit within a 3 year period,
as it ensures all evidence is up-to-date.
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2.1

Support - Designated Support Lead
(DSL)

It is mandatory that organisations
have the support of a DSL as part of
the application. Your sports council
will assist in obtaining a DSL and will
outline the support that this DSL can
provide. The type and level of support
from the DSL will also be determined
by each sports council, but may be
provided by:

« Sports council’s partnership
managers;

o Equality partners (e.g. Sporting
Equals, Women’s Sport and Fitness
Foundation, English Federation of
Disability Sport);

+ Equality standard advisors.

Whilst an organisation is applying for a
level of the Standard, the DSL will:

o Provide advice and information as
appropriate;
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» Ensure the minimum requirements
(including evidence) are met;

o Sign the assessment form prior
to this being emailed by the
organisation to the EQSA.

2.2

Self assessment supported by the DSL
The process of working towards a

level of the Standard involves the
organisation gathering all the evidence
listed in the “requirements and forms”
document for that level. During

this work, the organisation will be
supported by the DSL in the most
appropriate way, as agreed jointly with
the DSL and the relevant sports council.

When all required evidence is in
place organisations will complete an
assessment form. The DSL is required
to sign off the assessment form;

this confirms to their appropriate
sports council equality lead that

the organisation is ready to submit.
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The organisation is responsible for
formally informing the relevant
sports council that they are ready to
be assessed and the sports council
will then allocate an EQSA, to
whom the organisation will submit
the assessment form along with the
appropriate evidence. Each sports
council will maintain a pool of EQSAs
and allocate these in line with that
sports council’s policy.

2.3

Independent evaluation by the EQSA
The EQSA shall be required to conduct
an evaluation of the assessment form
and three pieces of supporting
evidence for the appropriate level of
the Standard, and prepare written
feedback and recommendations for the
organisation. The relevant three pieces
of supporting evidence for each level
can be found in the “requirements and
forms” document.
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Once the EQSA has initially reviewed
the assessment form and relevant
supporting evidence, the following
actions are required by the EQSA:

Foundation level

Optional telephone conversation

with the organisation equality lead.
This will only be needed if the EQSA
is in any doubt concerning the final
recommendation and requires further
clarification or information.

Preliminary level

Mandatory telephone conversation
to discuss action plan and review
process, with the equality lead for the
submitting organisation.

Intermediate and Advanced levels

A mandatory visit to the organisation
with a view to meeting the relevant
individuals from across the
organisation as determined by the
EQSA, this may include the following:
equality lead, board chair and chief
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executive. The purpose of the visit is to
verify whether equality is embedded in
the organisation.

2.4

EQSA feedback

The EQSA feedback will summarise
and evaluate the evidence that

the organisation has submitted to
demonstrate that it has achieved the
outcomes appropriate to that level

of the Standard. Sufficient detail

will be provided on the assessment
form by the EQSA to support their
recommendation and this will be sent
to the relevant sports council once the
assessment is complete.

The EQSA will objectively and
consistently interpret and judge

the evidence submitted, using the
assessment criteria as a guide. The
EQSA will include on the assessment
form:
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o Detail of the (a) strengths and (b)
areas for development within
the evidence submitted;

» A recommendation, along with
a justification, as to whether the
organisation has successfully met
the appropriate level of the Standard.
If they have, the recommendation
will be “achieved”. If they have not,
then the recommendation will be
“continues to work towards the
level”;

o If the recommendation is “continues
to work towards the level’, specific
guidance as to what is required prior
to the organisation resubmitting;

» Note of any good practice that is
worth sharing with others.

Recommendations from the EQSA

as to what will be required from the

organisation in order to progress to

the next level of the Standard.
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The Equality Standard process

2.5

After assessment

Should the recommendation be
“continues to work towards the

level”, the DSL may be requested to
continue to assist the organisation

as follows: plan how it will provide
further evidence at the re-submission,
implement the EQSA specific guidance,
or provide practical assistance in
gathering this evidence. Once all
required evidence is in place, the
organisation should amend the original
application form and then follow the
same submission process used for the
initial application.
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2.6

Communicating achievements

The relevant sports council shall
communicate the decision and provide
a copy of the report to the organisation.
The outcomes of each quarter’s
assessments will be reported to SCEG.

SCEG will be responsible for
ensuring that up-to-date information
on organisations that have achieved
the Standard is maintained on the
Standard website.

2.7

Appeals

The relevant sports council will deal
with any appeals from organisations
against the EQSA decision, in line with
that sports council’s appeals process.



2.8

The Equality Standard process

Sports organisation

Approach to sports council

Sports council assists in obtaining a
DSL and outlines support

Organisation works through level of the standard
with support from the DSL gathering all evidence
listed in the “requirements and forms” document

DSL sign off assessment form

tion to inform sports council Foundation - EQSA optional telephone
that they are ready for assessment discussion with submitting organisation

Sports council allocates EQSA

Organisation submits assessment form Preliminary - EQSA mandatory telephone

and appropriate evidence to EQSA discussion with submitting organisation

EQSA conducts an evaluation of the assesment

e e A TR T Intermediate & Advanced - EQSA mandatory

visit to submitting organisation to meet

EQSA prepares wriiten feedback, recommendations relevant individuals across the organisation

and completes EQSA form
EQSA sends form to sports council

Home Country Sports Council communicates
decision to submitting organisation

Level achieved X Level not achieved -
- move onto continue to work towards
next level the level
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2 At the time of writing,
the self-assurance
process is an annual
process for Sport England
and UK Sport funded
NGBs, which requires
these organisations

to complete an online
process on a number of
governance areas. The
equality requirements
mirror those outlined in
the Foundation level of
the Standard

2.9

Self Assurance

Some organisations can achieve the
Foundation level through their sports
council’s self-assurance process. Such
organisations should comply with the

timescales and procedures of their
2

sports council’s self assurance process®

2.10

Quality Assurance

To ensure that the credibility

and consistency of the application
and assessment process is upheld,
individual sports councils or
SCEG will:

 Provide appropriate training to
all DSLs and EQSAs based on
individual need;

o Conduct an annual review of a
sample of assessment forms, which
will help to maintain consistency
and monitor the process;

 Provide guidance to all involved
in the submission and assessment
process;

o Offer appropriate levels of
monitoring and support;

+ Maintain a record of the application
and assessment activity that captures
recommended improvements to the
process and templates;

« Maintain regular communication
with all parties regarding the
Standard.

2.11

Confidentiality

All data and information about

the organisation that the DSL and
EQSA has access to is owned by

the organisation and will be treated
confidentially for the sole purpose of
achieving a level of the Standard.

Organisations will have their own data
protection policies which DSLs and
EQSAs are required to adhere to when
handling sensitive data.

2.12

Complaints

These will be dealt with by the relevant
sports council in line with their
complaints policy.
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3. Further information

As a minimum, readers of this guidance should also read the
“requirements and forms” document. This contains all essential
evidence, the relevant assessment forms and the assessment of
evidence criteria checklist.

The latest information regarding the Standard can always

be found on the Equality in Sport website
www.equalityinsport.org
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Independent Non-Executive Director
Role Profile

Role Title Independent Non-Executive Director

Reports to Chair of the Board of Directors

Role Purpose

o Collectively, the Board of Directors of are required to direct the business affairs of the Association
and to determine the vision and strategy, plans, policies and financial investment required to achieve the
Association’s aims. As such, individually and collectively, the Directors are accountable to the Membership.

¢ Tosupport senior leadership in embedding culture, diversity and inclusion throughout the
organization.

« Tobe an active board member, providing strategic oversight and to constructively challenge and review the
strategic plan.

Location

Estimated time
commitment to
fulfil the role

Remuneration or
Expenses

Responsibilities

« Serve as a Director of and to actively participate in its strategic management.

» Execute the responsibilities of a Company Director in accordance with the Companies Act (2006) and
other relevant legislation.

« Safeguard the interests of the Membership and stakeholders of the Association.

« Establish clear objectives to deliver the agreed strategy and business plan and regularly review
performance against those objectives.

« Ensure the effective implementation of Board decisions by the CEO and staff, holding the CEQ to account
for the effective management and delivery of the Association’s strategic aims and objectives.

« Set challenging objectives for continuously improved performance.
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« Oversee the management of risk to the Association, including matters of Health and Safety.
« Develop and maintain an effective corporate governance structure.

« Monitor the financial affairs of the Association through reports provided by the Finance Director and to
ensure the effective use of financial and other resources.

« Contribute to constructive debate on all Board matters.

« Promote equality of opportunity throughout the Association.

o Fully participate in Board induction, training or development and performance monitoring.
o Perform other responsibilities as assigned by the Board.

Person Specification

Qualifications

Essential Desirable

Adapt this section according to the Board skills
matrix to meet the needs required for the Board to
function effectively.

Consider:
o Academic level of qualification required —is an
academic level essential?

« Professional level of qualification required —is
there arelevant qualification —is it a must have
oronly desirable?

Skills

Essential Desirable

« Strategic leadership and management skills. The
ability to develop and monitor organisational
strategy.

« Decision-making skills. The appropriate use of
knowledge and experience to make informed
decisions to the benefit of the organisation.

o The ability to debate, discuss and challenge ina
constructive manner.

o Excellentinterpersonal skills. The ability to form
strong, productive relationships both internally
and externally to the benefit of the association.

« An ability to understand financial accounts,
management accounts and budgeting.

o Access to and ability to use, email and the
internet.

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 457




Knowledge

Essential

« Asoundunderstanding of the volunteer/
professional relationship and how this can best
work to support the work of the association.

« Anunderstanding of and a commitment to
equality in action.

« Knowledge of the Safeguarding Requirements
for the Association.

 Interestin grassroots sport and knowledge &
understanding of not for profit organisations.

Desirable

o Anunderstanding of The FA Grassroots Football
Strategy and how this affects the work of the
County Football Associations.

Enhanced DBS Check required? YES/NO
Check required on Companies House disqualified YES
directors’ register?

Clean full driving licence? YES/NO

The role holder will be expected to understand and work in accordance with the values and behaviours
described below <modify this section as required for your County FA values>

FA Value Behaviours

PROGRESSIVE

procedure.

Embraces new thinking in pursuit of continuous improvement:

« |dentifies the need for, and actions change in direction, practice, policy or

o Questions the way things are done and takes informed risks.
« Continuously seeks to improve efficiency and performance.

RESPECTFUL

Sets the standards for respectful behaviour across the game:

« Maintains people’s self-esteem when interacting with them.
« Avoids pre-judgement when listening to suggestions from others.
« Seizes the opportunity to apply FA standards at all times.

INCLUSIVE

perspective

Champions and ensures that football is, and will remain, a game for everyone:

« Openly collaborates with colleagues and partners in the game
« Provides equal opportunity to people of different backgrounds, experience and

« Seeks out and embraces new ways of thinking and working.
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DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing:

« Works relentlessly to overcome roadblocks or obstacles to achieve the goal.

« Remains focused on seeing agreed goals through to completion taking pride in
their work.

« Maintains motivation for their team and themselves.

EXCELLENT

The very best outcome achieved by sustained excellence in performance:

o Seekstoachieve the highest levels of performance at all times.
« Persistent to achieve a standard that others consider impossible.
« Challenges others to go further and achieve more.

Role profile reviewed
and modified by:

Date Role Profile
agreed by the Board:

Role profile
authorised by:

Signed by role holder
(on appointment):

Date signed:

One copy to be retained by the role holder, one signed copy to be stored confidentially by the Association.
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Independent Non-Executive Commercial
Director Role Profile

Role Title Independent Non-Executive Commercial Director (Commercial &
Partnerships)

Reports to Chair of the Board of Directors

Role Description

The Non-Executive Commercial Director will act as an ambassador to and act as a custodian of the
highest standards of integrity and governance. In particular the director will bring recent and relevant commercial
experience to provide support to the development of a commercial strategy and provide informed advice and support
to the board on business development and partnerships that further the County's mission.

Role Purpose

« Todirect and monitor the business affairs of the Association by determining the vision and strategy, plans, policies
and financial investment required to achieve the overall long-term business objectives.

o Todirect and support the creation of a commercial strategy and provide informed advice and support to the Board
on business development and partnerships that further the Association’s mission.

» Tooversee all commercial and sponsorship agreements in respect of the

« To provide advice on improving customer service standards and use of insight that help grow the game of football
across the county.

Location

Estimated time
commitment to
fulfil the role

Remuneration or
Expenses

Responsibilities

General

« Serve as a Director of and to actively participate in its strategic management.

« Execute the responsibilities of a Company Director in accordance with the Companies Act (2006) and
other relevant legislation.
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« Safeguard the interests of the membership and stakeholders of the Association.

« Establish clear objectives to deliver the agreed strategy and business plan and regularly review
performance against those objectives.

o Ensure the effective implementation of Board decisions by the CEO and staff, holding the CEO to account
for the effective management and delivery of the Association’s strategic aims and objectives.

« Jointly oversee the management of risk to the Association.

« Develop and maintain an effective corporate governance structure.

« Monitor the financial affairs of the Association and ensure the effective use of finances.

« Promote equality of opportunity throughout the Association.

« Represent the Association to partners and stakeholders of the Association in a professional manner.

« Actwithdiscretion inrespect of sensitive, confidential, or commercial information provided to you in this role.
Commercial

o  Work with the CEO to ensure that the Association has a fit for purpose commercial strategy that supports

the generation of income in line with the Associations strategic aims.

« Supportimproved engagement with stakeholders.

o Supportimproved customer services standards.

« Identify and champion partnerships that help meet the strategic aims of the Association.

Person Specification

Qualifications and Experience

o Business and commercial management experience.

« Company board level experience.

o Experience of delivering positive diversity and inclusion improvements.

« Anactive network of relevant contacts within local business and sports communities.
« Experience of securing investment from multiple sources.

« Ability to contribute to the strategic thinking and direction of the Association.

Skills and Personal Attributes

« Possess or show willingness to have an understanding of grassroots football.

« Financial and budgetary awareness.

« Analytical and rational thinking.

« Positive attitude and highly self-motivated with the ability to motivate others.

« Evidence of emotional intelligence and self-awareness.

o Astrong commitment to promoting and embedding diversity and inclusion at all levels.

Enhanced DBS Check required? YES/NO

Check required on Companies House disqualified | YES
directors’ register?

Clean, full driving licence? YES/NO

CODE OF GOVERNANCE FOR COUNTY FAs - VERSION 1.2, NOVEMBER 2021 | Page 461



The role holder will be expected to understand and work in accordance with the values and behaviours
described below <modify this section as required for your County FA values>

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement:

« l|dentifies the need for,and actions change in direction, practice, policy or procedure.
o Questions the way things are done and takes informed risks.
« Continuously seeks to improve efficiency and performance.

RESPECTFUL

Sets the standards for respectful behaviour across the game:
» Maintains people’s self-esteem when interacting with them.
« Avoids pre-judgement when listening to suggestions from others.
« Seizes the opportunity to apply FA standards at all times.

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone:

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds, experience and
perspective

« Seeks out and embraces new ways of thinking and working.

DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing:

« Works relentlessly to overcome roadblocks or obstacles to achieve the goal.

« Remains focused on seeing agreed goals through to completion taking pride in
their work.

« Maintains motivation for their team and themselves.

EXCELLENT

The very best outcome achieved by sustained excellence in performance:

o Seeks to achieve the highest levels of performance at all times.
o Persistent to achieve a standard that others consider impossible.
« Challenges others to go further and achieve more.

Role profile reviewed
and modified by:

Date role profile
reviewed and
modified:

Role profile
authorised by:

Signed by role holder
(on appointment):

Date signed:

One copy to be retained by the role holder, one signed copy to be stored confidentially by the Association.
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Independent Non-Executive Human

Resource Director Role Profile

Role Title

Independent Non-Executive Human Resource Director

Reports to

Chair of the Board of Directors

Role Description

The Non-Executive Human Resource Director will act as an ambassador for and act as a custodian

of the highest standards of integrity and governance. The Director will bring recent and relevant human resources
experience that will contribute to the development of a positive organisational culture and a robust people strategy
which supports the achievement of the Associations aims. They will work closely with the wider Board, ensuring that
they are informed through relevant and timely information. They will required to form a strong relationship with the
CEOQ, providing support and acting as a sounding board on all human resource matters.

Role Purpose

« To provide strategic guidance and leadership to on HR matters.

¢ Toensure

« Tosupport
organisation.

« Toreview and recommend current and future strategic resourcing, training and development and annual budgets
and plans to the Board.

fulfils its HR commitments included in the strategy.

senior leadership in embedding equality, diversity and inclusion throughout the

Location

Estimated time
commitment to
fulfil the role

Remuneration or
Expenses

Responsibilities

General

« Serve as a Director of and to actively participate in its strategic management.

+ Execute the responsibilities of a Company Director in accordance with the Companies Act (2006) and
other relevant legislation.
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Human Resources

Safeguard the interests of the membership and stakeholders of the Association.

Establish clear objectives to deliver the agreed strategy and business plan and regularly review performance
against those objectives.

Ensure the effective implementation of Board decisions by the CEO and staff, holding the CEO to account for
the effective management and delivery of the Association’s strategic aims and objectives.

Jointly oversee the management of risk to the Association.

Develop and maintain an effective corporate governance structure.

Monitor the financial affairs of the Association and ensure the effective use of finances.
Promote equality of opportunity throughout the Association.

Represent the Association to partners and stakeholders of the Association in a professional manner.

Act with discretion in respect of sensitive, confidential, or commercial information provided to you in this role.

Ensure that HR activities and interventions are linked to the company’s objectives and complement the
company culture

Maintain the highest standards of governance in policies and practice related to employee relations,
recruitment, retention, reward and recognition as well as staff learning and development.

Assess risks and measure the impact of HR interventions in the light of changing legal requirements and
best practice.

Provide long-term strategic oversight of the organisation’s people requirements in relation to the
overarching goals.

Guide to be become a healthy, inclusive, and positive organisation and a great place to work.

Person Specification

Qualifications and Experience

HR-related qualification or M/FCIPD membership.

Senior or Board-level HR experience.

Strong working knowledge or current UK employment legislation.
Experience of developing HR Strategu.

Experience of leading equality, diversity and inclusion initiatives.

Skills and Personal Attributes

Possess or show willingness to have an understanding of grassroots football.

Understanding of the volunteer/professional relationship and how this can best work to support the work
of the Association.

Ability to use data to inform strategic thinking.

Positive attitude and highly self-motivated with ability to motivate others.

Evidence of empathy, emotional intelligence and self-awareness.

A strong commitment to promoting and embedding diversity and inclusion at all levels.

Enhanced DBS Check required? YES/NO

Check required on Companies House disqualified YES
directors’ register?

Clean, full driving licence? YES/NO
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The role holder will be expected to understand and work in accordance with the values and behaviours
described below <modify this section as required for your County FA values>

FA Value

Behaviours

PROGRESSIVE

Embraces new thinking in pursuit of continuous improvement:

« l|dentifies the need for,and actions change in direction, practice, policy or procedure.
» Questions the way things are done and takes informed risks.
« Continuously seeks to improve efficiency and performance.

RESPECTFUL

Sets the standards for respectful behaviour across the game:
» Maintains people’s self-esteem when interacting with them.
« Avoids pre-judgement when listening to suggestions from others.
« Seizes the opportunity to apply FA standards at all times.

INCLUSIVE

Champions and ensures that football is, and will remain, a game for everyone:

« Openly collaborates with colleagues and partners in the game

« Provides equal opportunity to people of different backgrounds, experience and
perspective

o Seeks out and embraces new ways of thinking and working.

DETERMINED

Tenacious and accountable. Serving the whole game and doing the right thing:

« Works relentlessly to overcome roadblocks or obstacles to achieve the goal.

« Remains focused on seeing agreed goals through to completion taking pride in
their work.

¢ Maintains motivation for their team and themselves.

EXCELLENT

The very best outcome achieved by sustained excellence in performance:

o Seeks to achieve the highest levels of performance at all times.
o Persistent to achieve a standard that others consider impossible.
« Challenges others to go further and achieve more.

Role profile reviewed
and modified by:

Date role profile
reviewed and
modified:

Role profile
authorised by:

Signed by role holder
(on appointment):

Date signed:

One copy to be retained by the role holder, one signed copy to be stored confidentially by the Association.
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APPENDIX 54

Board Tracker

Each County FA has been provided with a Board Tracker to act as evidence of compliance against all requirements involving the make-up of the Board. This includes Board Size and
Composition, Term Limits, INEDs, Board diversity including gender balance, and Board Skills and all elements of recruitment to the Board. CFAs are asked to keep the Board Skills Audit
up to date. An exemplar is provided below

Autoraticn  forms D Template of Copy of Board Tracker
B ouvem - 7P L L B B I VU § &- _é. v =-353¢7% " e w B &%
Direc tor Nama Date of Reth Qrin Gonder  Diversitty Nate Anparentod nAcrenA Councd/Romns EaOicio Coariatet Sidlc atgnad ta Rnard Sa B¢ et

Amanda Drown oo Tressurer Feorale pane 010G Yo Yoo N Mrancial maragement

Athony Sonth Sefeqrarang Moo  pAME Ooeomty 1300 Yes e e Company law  Sefequandng (voluntcer)
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APPENDIX 55

Policy Tracker

A smartsheet template has been created for County FAs to use to track and manage the wide range of policies required as part of section 5 of the Code and their wider regulatory
requirements. The CFA should notify their Regional Manager to set up a Policy Tracker. An exemplar is provided below.

Policy name Regulatory? FA mandatod? Rocommanaea? Tomplate? Policy? Task? Roview date
= Company
Crgansation Chant [ v} Meual
Annud Repot
|
Arscies of Assocaten weexty |
Membershp Rules Areval |
Annual Gereral Meotng |
* Board
|
Agends |
V] 1
Code of Conduct v Arrual |
|
Confict of ieterent |
|
Rk Reguter [ v] Each Bowd Meetng |
Boaro Tracker Update areualy and afer any
[perderdverstyshilsindependente) 2Wporirents |
Board Mamder ex0anses areual
{
Dwrecases Hanabook |
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THE FA's CODE OF GOVERNANCE FOR COUNTY FAs
VERSIONS, DATES AND CHANGES

1.0 January 2020 N/A —first edition

11 S IRmBer 2020 Council member term limits amended. See pages 96 and 101 in the current edition, 1.2,
November 2021

1.2 November 2021 Apart from general updates:

o Both forewords updated (pages 9 and 10)

« Working Group/Steering Group membership updated (page 11)
« ‘How to use this code’ updated (page 13)

o Code of Governance Compliance Framework process (page 14)
» Requirement 1.26 updated (page 42)

« Requirement 2.2 updated (page 51)

« New Section 06: County FA Code of Governance Surgeries

« Additional appendices:

— 51:Independent Non-Executive Director Role Profile

— 52:Independent Non-Executive Commercial Director Role Profile

— 53:Independent Non-Executive Human Resource Director Role Profile
— 54:Board Tracker

55: Policy Tracker

* The existing appendices below have also been updated:

— 2: Example of Authority Scheme of Delegation

— 7:Board Skills Audit

— 8:Board Skills: Diagnostic and Evaluation — Independent Assessment Flow
— 9: County FA Chief Executive Officer Role Profile — Template

— 10: County FA Finance Director Role Profile — Template

— 14: County FA Senior Independent DirectorRole Profile

— 17: County FA Board Nomination and Appointment Committee Chair — Role Profile — Template
— 18:Inclusion Advisory Groups (IAGs) What You Need To Know

— 22:County FA Remuneration Committee Terms of Reference — Template

— 34: County FA Generic Role Profile — Template

— 35: County FA Director Application Pack
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