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Parole Board Audit and Risk Committee

Terms of reference and Operating Procedures
1. The Audit and Risk Committee’s terms of reference are to:-

Advise the Chief Executive (as Accounting Officer) and the Management Committee on:

1.1 the strategic processes for risk, control and governance and the Governance Statement;
1.2 the accounting policies, the accounts, and the annual report of the organisation, including the process for review of the accounts prior to submission for audit, levels of error identified, and management’s letter of representation to the external auditors;
1.3 the planned activity and results of both internal and external audit;
1.4 adequacy of management response to issues identified by audit activity, including external audit’s management letter;
1.5 assurances relating to the corporate governance requirements for the Parole Board;
1.6 any proposals for tendering for either Internal or External Audit services or for purchase of non-audit services from contractors who provide services;
1.7 anti-fraud policies, whistle-blowing processes, and arrangements for special investigations;

2. Appointment to and Membership of the Audit and Risk Committee
2.1 A Non-Executive Member of the Parole Board Management Committee will be appointed to be the Chair of the Audit and Risk Committee (ARC).  This appointment will be made on merit following an open, fair and transparent competition.
2.2 One of the Parole Board Management Committee members and one further Non-Executive Committee Member will be appointed to the ARC by the Chair of the Parole Board.  

2.3 A maximum of two other Parole Board members will be appointed to the ARC.  Appointments of these members will be made on merit following an open, fair and transparent competition.
2.4 At least one member of the ARC will be financially qualified.  

2.5 The ARC may co-opt other members to the committee if required.  In the event that the ARC wishes to co-opt members, the justification for this should be should be recorded in the minutes and approval sought from the Chair of the Parole Board. Co-opted members will be regarded as full members of the ARC for the period of their tenure.

3. Tenure of Audit and Risk Committee Members
3.1 The tenure of all appointees to the ARC will be for a maximum term of three years, with a possibility of an extension for one further term of a maximum of three years. Parole Board Members of the Committee may be appointed for a shorter period commensurate with the end of their tenure as a Parole Board Member.
3.2 The tenure of co-opted members will be reviewed on an annual basis by the ARC Chair, in consultation with the Chair of the Parole Board, and a decision to continue membership will be recorded in the minutes. 
4. Meetings 
4.1 Meetings of the ARC will take place on at least a quarterly basis.
4.2 The dates for ARC meetings will be set during the previous year.  The Chair of the ARC may convene additional meetings if they deem necessary. The Management Committee or the Accounting Officer may ask the ARC to convene further meetings to discuss particular issues on which they want the Committee’s advice.

4.3 Meetings will normally be attended by the Accounting Officer (Chief Executive Officer), the Director of Operations, the Head of Finance, the Head of Internal Audit or designated representative, and a representative of External Audit.
4.4 For each meeting an agenda will be agreed by the Chair, in consultation with the Chief Executive. It will include the following Standing Items:

4.4.1 Meeting of Committee Members only.

4.4.2 Chair’s opening remarks.

4.4.3 Declarations of interest.
4.4.4 Approval or amendment of Minutes of previous meeting, matters arising and action log update.
4.4.5 External Audit.
4.4.6 Internal Audit.
4.4.7 Accounts.
4.4.8 Corporate risk registers.

4.5 Requests for items on the agenda can be sent by members of the ARC to the Chair but these must be submitted at least three weeks before the date of the meeting, other than in exceptional circumstances. 
4.6 For each meeting the ARC will be provided with:
4.6.1 a report summarising any significant changes to the organisation’s Risk Register
4.6.2 a progress report from the Head of Internal Audit summarising:
4.6.2.1 work performed (and a comparison with work planned);
4.6.2.2 key issues emerging from Internal Audit work;
4.6.2.3 management response to audit recommendations;
4.6.2.4 changes to the Periodic Plan;
4.6.2.5 any resourcing issues affecting the delivery of Internal Audit objectives;
4.7  As and when appropriate the Committee will also be provided with
4.7.1 proposals for the Terms of Reference of Internal Audit;
4.7.2 the Internal Audit Strategy;
4.7.3 the Head of Internal Audit’s Annual Opinion and Report;
4.7.4 quality Assurance reports on the Internal Audit function;
4.7.5 the draft accounts of the organisation;
4.7.6 the draft Governance Statement;
4.7.7 a report on any changes to accounting policies;
4.7.8 external audit management letter and audit plans
4.7.9 a report on any proposals to tender for audit functions;
4.7.10 a report on co-operation between Internal and External Audit.
4.7.11 Reports prepared by internal audit resulting from work commissioned by the committee
4.8 Deadline dates for papers for each meeting will be agreed and publicised in advance. Papers, including minutes from the previous meeting, will usually be circulated to all members at least one week in advance of the next meeting.  Late papers will only be provided if this cannot be avoided.
4.9 It is expected that all ARC members will attend every meeting. Apologies for absences with reasons should be provided at the earliest opportunity. Failure to attend more than two meetings during a calendar year will be brought to the attention of the Parole Board Chair. 
4.10 A minimum of 50% of members of the ARC, including co-opted members, will be present for the meeting to be deemed quorate.
4.11 The ARC may invite non-Committee members to attend to assist with its discussions on any particular matter and a minute-taker to attend to record minutes of the meeting.
4.12 Meetings will be chaired by the Chair of the ARC or, in their absence, by another designated member of the ARC. 
4.13 Any potential conflicts of interest for ARC members must be declared in advance of discussion of specific agenda items. It will be the responsibility of individual members to withdraw from any discussions in which they have any interests which may, or may be perceived to, influence their judgement.  In the event of any uncertainty regarding a potential conflict of interest, the Chair for each meeting will decide whether or not a particular member needs to recuse themselves from that agenda item discussion. Actions taken in relation to any potential conflict of interest must be recorded in the minutes.  The ARC may ask any or all of those who normally attend but who are not members to withdraw to facilitate open and frank discussion of particular matters.
4.14 The Chair for each meeting will decide whether or not a vote is necessary on a particular motion and will clearly identify the wording of the motion which will be recorded in the minutes. Only ARC members (including formally co-opted members) will be permitted to cast a vote. A member who is conflicted on a particular issue will not be permitted to vote. In the event of a vote, a simple majority will suffice.  In the event of a deadlock, the Chair will have the casting vote.    
5. Administration, Minute Taking and Reporting 
5.1 The ARC will be supported administratively by the Parole Board Corporate Services Team who will process and distribute papers, take minutes of meetings and provide such other support as is necessary.   
5.2 Minutes of meetings will be taken by a representative of the Corporate Services Team and they will be responsible for the distribution of papers and the circulation of approved minutes of Standards Committee meetings.
5.3 Copies of approved minutes shall be available to all members and staff of the Parole Board.
6. Conduct and Appraisal 
6.1 Committee Members must be honest and impartial in the exercise of their duties.  They must not allow their judgement or integrity to be compro​mised or permit there to arise any reasonable grounds for suspicion as to the compromise of their judgement and integrity.  Committee members will be expected to abide by standards enunciated in The Seven Principles of Public Life. 

6.2 The performance of the ARC as a whole will be reviewed annually by the Parole Board Chair, in consultation with the ARC Chair.  Collective performance will be appraised against the Terms of Reference outlined above.

6.3 The performance of individual Committee Members will be reviewed annually by the Chair of the ARC against the competencies set out in ARC Members’ job descriptions and the ability and skills section of their person specifications.
7. Termination of Tenure
7.1 A Committee Member’s tenure can be terminated for any reason by either the Committee Member or the Chair of the Parole Board by giving one month’s notice in writing. No notice need be provided if the tenure is terminated early by mutual consent.
7.2 If the Chair of the Parole Board proposes to terminate a Committee Member’s tenure  prior to the expiry of their tenure (other than as a result of immediate termination of Parole Board membership) the Committee Member must be notified of the proposal and of the reasons for it and must be offered an opportunity to make representations before any final decision is taken.  If a decision is taken to terminate a Committee Member’s tenure they will receive notice in writing. 
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