One City Children and Young People’s Board
Purpose, Vision Statement & Terms of Reference

In January 2019, Bristol came together as a city to publish the first iteration of the One City Plan and
agree to work towards its vision of “a fair, healthy and sustainable city” by 2050.
As one of six One City thematic boards, the Children and Young People’s Board will drive action and
play a key role in coordinating delivery of the goals set out in the One City Plan and setting the
strategic direction for this theme. The Children and Young People’s Board will sit alongside the other
thematic boards: Economy & Skills, Environment, Health & Wellbeing, Homes & Communities,
Transport and the Enabling Board of Culture and Creativity.

1.

Purpose

The purpose of this agreement is to set out the roles and responsibilities of all members in being a
member of the Children and Young People’s Board. It also sets out the way the Children and Young
People’s Board operates. Each board member has something unique to contribute and can influence
the quality of life in Bristol.

2.

Name

The Co-Chairs of the Children and Young People’s Board are Deputy Mayor and Cabinet Member for
Children’s Services, Education and Equality, Councillor Asher Craig, and Bristol Youth Mayor,
Jeremiah Dom-Ogbonna. The Children and Young People’s Board is a Partnership of the following
members:
•
•
•
•
•
•
•
•
•
•
•
•
•

Bristol Sport Foundation, Benjamin Breeze
Bristol’s Disability Equality Commission, Emily Bailey
Children’s Services – Bristol City Council, Sarah Parker
City of Bristol College, Richard Harris
Creative Youth Network, Mark Coates
Education & Skills – Bristol City Council, Alison Hurley
Education Specialist, Margaret Simmons-Bird
Growing Futures UK, Desmond Brown
Off the Record (OTR), Karen Black
Playful Bristol, Rachel Robinson
Public Health England, Victoria Bleazard
Raised in Bristol, Anne Malindine
The Fighting Chance, Martin Bisp
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•
•
•
•
•
•
•

3.

The MAZI Project, Melanie Vaxevanakis
The Prince’s Trust, Sam Rae
University of Bristol (UoB), Lucinda Parr
University of the West of England (UWE), Amanda Coffey
Wellspring Settlement, Afzal Shah
Youth Moves, Alistair Dale
Disability Equality Commission, Ruth Pickersgill

Vision and Long Term Aims of the Board

As ambassadors for Bristol: The Children and Young People’s Board will support the Bristol One City
overall aim that “In 2050, Bristol is a fair, healthy and sustainable city”. It will champion, initiate and
drive projects within Bristol that contribute to the board’s 2050 vision that by 2050 all children and
young people will be given a voice to influence and shape the decisions that are important to them.
The city will belong to them, providing a place of safety where they can achieve their aims and
aspirations.
Delivering this ambitious vision for the city will help us to create a city where children and young
people feel safe and included, and one in which they can feel a true sense of belonging. In 2050,
today’s children and young people will be our city’s leaders, educators, parents, and neighbours. By
making them part of the solution, we can begin to see our city’s challenges and solutions through
their eyes, with their energy and their hope for the future.
The purpose of the Board is to bring partners together to work collaboratively to improve inclusion
and equality in the city and its schools, to support parents and guardians to care for their children
within their family, to give every child the best start in life, and to offer our young people a voice in
the future of Bristol.
The key function of the group is to work collaboratively both within the board, across the whole One
City Structure, and the city, and for all members to oversee/guide the implementation of the One
City Plan and the delivery of the priorities set out within the Children’s Charter, the Belonging
Strategy and the One City Plan. Crucially, it will work to ensure children and young people in Bristol
are put at the heart of the One City Approach, to give them the best possible start in life as well as
continued support as they move into adulthood.
The Children and Young People’s Board will use networking and honest discussions to make
connections between organisations to remove barriers, enabling a greater ability to solve issues and
to ensure Children and Young People’s solutions reflect the needs of children and young people in
Bristol.
What the Board is:
•

A forum that brings together different partners across the city who are integral to the city’s
Children and Young People, this includes a combination of children and young people’s
services/organisations representatives, education providers, policy makers, technical
experts, and the Youth Council.
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•

•
•
•

•

•

A forum of passionate and committed individuals representing different sectors in the city
who want to make an active contribution to improving the lives of children and young
people in the city.
A forum that uses its expertise and leverage to drive forward change and to deliver the One
City Plan Goals.
A forum that has a public work programme and welcomes engagement from across the city
in the delivery of its goals.
A forum that recognises that it sits within a regional structure (e.g. WECA) and contributes to
that structure by being able to articulate the needs of Bristol’s children and young people
and deliver outcomes for those children and young people but does not duplicate existing
structures, and as such is focused both on Bristol and on the change that can be enacted
within the city.
A group with no formal decision-making authority – each attendee operates within the
decision-making framework of their own organisation (e.g., the council officers within the
council’s constitution).
A group that recognises that we can better support the city if we work together to address
our common challenges, and if we focus on action to enable this.

What We Are Not
• A formal group that has formal decision-making capacities - as members, we must take any
ideas or commitments etc. back to our own respective organisations and follow relevant
decision-making frameworks.
• Only focused on our own organisations but are instead focused on breaking down silos across
the city.
• A council only forum – the board brings together partners to enable action across different
sectors across the city, of which the council is only one part, and each partner plays a role in
enabling delivery of the goals.
• A replacement for scrutiny nor a forum for being updated on council activity only - the focus
is on all sectors coming together to drive forward change.
• A duplication of existing structures within the city and region.
One City Principles for the Thematic Board
•
•
•
•
•
•
•

Putting children and young people at the centre of its work, listening to their needs and
recognising the value they add to the city.
All activity is enabling and aligned to the delivery of the 2050 vision, six thematic visions,
enabling vision and relevant sub-visions.
Inclusion and diversity are at the core of all activity of the board.
Decisions are taken with consideration of other boards and the need to break down silos
between sectors.
Thematic boards openly communicate with each other to tackle systemic challenges and to
maximise opportunities for collaboration.
The One City Plan is regularly reviewed and updated as are the thematic sections and other
strands for cross-cutting activity.
The board will actively seek the views of children and young people, commits to coproduction and will produce an annual 'you said/we did' document for children and young
people so that children and young people can see their influence on the board's
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•

achievements. To do this, the board will use the network of school councils, Youth Council
and special interest groups that exist in the city, as well as being open to hearing from
individuals.
We value children and young people wherever they live. The board will support for its
ambitions to be replicated elsewhere and to learn from others.

4.

Structure of the Board

4.1

Role and Responsibilities

The Children and Young People’s Board provides a framework to connect planning, decision making
and resources; and to engage those within the sector. When working on behalf of the Children and
Young People’s Board, or representing the views and interests of the Children and Young People’s
Board, members are required to:
•

•

•

•
•

•
•
•
•

4.2

Be part of the City Office leadership framework, assisting the City Office in delivery and
engagement of stakeholders and young people with the One City Plan and its associated
projects.
Offer advice to the One City Board on matters related to Children and Young People and
make recommendations on other aspects of the One City Plan that affect Children and
Young People’s lives.
Convene and enable subgroups to meet on a Task and Finish basis to help deliver the One
City Plan Goals and investigate issues as required. Any relevant organisations can be
involved with consideration given to relevant One City advisory forums and Thematic and
Enabling Boards.
Champion and promote inclusivity and diversity within the Children and Young People’s
sector.
Work collaboratively to embed a culture of inclusion across Bristol so that all children and
young people in the city have a sense of belonging that empowers and enables them to
thrive.
Represent the interests of Bristol’s Children and Young People.
Communicate with and secure the participation of local communities in the Children and
Young People’s Board.
Actively work with member organisations and other partners in the city to ensure their
organisation contributes directly to the work of the Children and Young People’s Board.
Attend Children and Young People’s Board meetings or, when unable to do so, nominate a
named substitute to attend the meeting in accordance with paragraph 6.1 of this
Agreement.

Legal and financial standing

The Children and Young People’s Board will not be a legal entity or replicate Bristol City Council or
other organisational structures. It does not directly control resources or employ staff, nor will it be
able to enter contractual arrangements. It will not be able to make decisions about the use of public
money. It also will not be regarded as a statutory body nor as scrutiny of the Local Authority’s
delivery of services, policy development or policy implementation – this is managed by the existing
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scrutiny function of Bristol City Council. The same applies equally to the West of England Combined
Authority and the surrounding local authorities.
Children and Young People’s Board members are not required to make any financial contributions to
the running of the Board. Its legal basis, powers, and ability to raise and direct funds and powers
may be reviewed in future.
4.3

Membership

4.3.1. Number of members
The Children and Young People’s Board will be limited to 22 members and two Co-Chairs . The
membership position can be shared between two organisations. Contributors can be invited to
attend the Children and Young People’s Board based on the board agenda. Observers from relevant
agencies (e.g. West of England Combined Authority) may also be invited to attend.
4.3.2.

Criteria for membership

The Children and Young People’s Board members should have leadership roles or influence within
their business, organisation, or the sector, to collectively agree what members and their
organisations can do and/or encourage others to act too. Leadership capability could relate to a
range of attributes:
•
•
•
•
•
•

A senior role in a Children and Young People’s related organisation in the city.
Providing the city with vital infrastructure and/or services that will be key to achieving the
Board objectives, for example a utility.
Being a key policy or regulatory body, which influences the key outcomes of the city.
Being a key thought-leader and/or influencer, with an ability to shape or influence public,
Business and/or organisational opinion and actions in the city.
Being a representative of key service users groups within the city to ensure that the needs of
children and young people are at the heart of the work of the Board.
Having other influence in the city, region, or country which can assist with goals of the
Board.

4.3.3. Qualities
Board members should possess the following qualities:
•
•
•
•

•

Reside, work and/or be based in the city or region.
Have skills/expertise in different aspects that affect children and young people’s lives.
Be able to show willingness and ability to engage with other aspects that affect children and
young people and beyond (in line with the One City Approach).
Have agency to affect change, such as scale or impact of their business or organisation, their
Personal influence must have an ability to influence outcomes within their own
organisations and/or in other fora.
Be keen to provide city-level leadership on behalf of Children and Young People.

4.3.4. Process of initial appointment and additional diversity provisions
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The members of the Children and Young People’s Board have been selected through an open
expressions of interest process, this includes a panel comprising: one representative of the relevant
Bristol City Council team; one external partner with expertise in the sector and representatives of
the Mayoral Equalities Commissions.
This process aims to make membership as diverse as possible. To help ensure that board members
bring views from a range of the city’s communities to discussions, the process particularly targets
expressions from individuals from, or with knowledge, skills and/or experience of, groups that risk
being under-represented: black and minority ethnic communities; people with disabilities; and
young people aged 18-24 (noting that those aged 11-18 can be engaged through the Youth Mayors
and Youth Council) and trying to ensure gender equality.
4.3.5. Reserved positions
There will be a position reserved for members of the senior management of Bristol City Council who
will bring technical expertise from their service area.
4.3.6. Representation and limitations
Children and Young People’s Board members may represent a business or organisation, or be
members as individuals, subject to the following limitations: other than the BCC Senior Management
level member, candidates must not be officials of any of the four local authorities in the West of
England region or the West of England Combined Authority (although observers from these
authorities are actively welcomed).
Board members will not be able to hold or actively seek political office, nor be a spokesperson for
any political party. This does not preclude Board members from being a member of a political party.
Processes for engaging political parties are likely to be determined on a case-by-case basis and, for
Bristol City Council activity, in accordance with the council’s scrutiny functions.
4.3.7. Term of appointment and ending of appointment
Members of the Children and Young People’s Board are appointed for 18 months, and the
membership will be reviewed and reconfirmed by the board co-chairs and the City Office based on:
•
•
•
•

Board attendance.
Active participation in projects and activities.
Championship of One City within individual networks and organisations.
Commitment to the collaborative nature of the One City Approach.

Board members may end their own appointment by notification, and the Board will implement
provisions for filling any vacancies that arise, with the relevant sector/organisations.
4.3.8. Changes to affiliation and/or role
For Children and Young People’s Board members who experience a change in organisational
affiliation or change in job role during their membership, the member should make all other Board
members aware of this and seek their guidance as to whether the change warrants a change in
membership.
4.3.9. Removal of a member
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In the unlikely event that it should prove necessary for Children and Young People’s Board members
to consider the removal of a Children and Young People’s Board member, this shall require the
passing of a specific resolution by a majority of members (excluding the member concerned) to that
effect at a meeting of the Children and Young People’s Board, provided that the Children and Young
People’s Board has invited and considered the views of the member concerned.
The board member will be entitled to an exit interview to discuss the reasons for the suggested
removal.
4.3.10 Task and Finish Groups
The Board will oversee Task and Finish Groups, to undertake work on identified priorities where
necessary. These groups will reflect the decision making of the Board and report regularly on activity
and progress. Board Support Officers, working with City Office, may invite additional stakeholders to
the Task and Finish Groups; this will be dependent on the needs of the Groups and after discussion.
Members should not invite colleagues without prior arrangement.

5.

Appointment of Board Co-Chairs

5.1

Co-Chairs appointment process

One City boards are Co-Chaired by a Cabinet Member (*unless statutory) with a relevant portfolio
and an external city partner. Following an expression of interest process, the external organisation
board co-chair will be nominated by the current political administration.
The Children and Young People’s Board external co-chairs are appointed for a term of 12 months
and reappointed, if agreed by both parties, once the term ends.
5.2

The Co-Chairs of the Children and Young People’s Board will:
1. Communicate Children and Young People’s Board priorities and develop the board as an
effective local partnership that delivers on One City shared priorities.
2. Speak on behalf of the Children and Young People’s Board.
3. Represent the Children and Young People’s Board at meetings, conferences, and seminars.
4. Chair Children and Young People’s Board meetings, creating an environment where all
members can make a full contribution to the Children and Young People’s Board.
5. Develop and maintain a constructive relationship with all the sectors represented on the
Children and Young People’s Board.
6. Promote sustainable development, equalities and community cohesion, and `closing the
gap’ in all the Children and Young People’s Board does.

6.

Conduct of Business

6.1

Cadence of meetings

Board meetings will take place quarterly (this can be reviewed according to necessity) with meetings
aligned wherever possible with One City meetings, for example feeding in to the twice-annual City
Gatherings.
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There is an expectation that Board members will prioritise attendance. If a member is unable to
attend the meeting, they should nominate a substitute. This substitute should have delegated
authority to make the same level of decision as the member they are representing.
Invitations may be extended to non-Board members, where their input or advice supports the
discussion taking place at the meeting. Advisors with specific expertise may be invited to meetings
as required.
If a member misses three consecutive meetings, the Children and Young People’s Board will ask the
member’s organisation or sector to nominate another representative. If the organisation is unable to
nominate a representative, the Children and Young People’s Board will seek to invite a
representative of another organisation from the same sector.
6.2

Meeting location

Board meetings can be held online or in person (following the latest Public Health COVID-19 advice
for group gatherings).
6.3

Details of who will provide management and administration of the board

The Board Support Officer will lead the One City Board with co-chairs, support One City Boards and
Task and Finish Groups to plan and deliver successful One City Plan goals and ensure delivery of
board’s work programme. They will oversee the board’s administrative function. See annex 1 for
Board Support Officer role description and functions.
The City Office will provide administrative support for the Children and Young People’s Board on an
ongoing basis, subject to appropriate resourcing for this being available. See annex 2 for City Office
role and description and functions.

7.

Code of Conduct for meetings of the Board

There is no formal Code of Conduct for Board Members on the assumption that those involved will
work professionally and co-operatively in the spirit of the One City Approach. However, a code of
conduct may be developed if at any point one should be deemed necessary. Currently, in its place,
we have laid out a set of anticipated behaviours from Board Members.
Members of the Children and Young People’s Board are encouraged to:
-

-

-

-

Work with other members to achieve consensus in addressing the aspirations, needs, and
priorities of the city and its communities, and in promoting economic, social, and
environmental well-being.
Always consider the overall best interests of the city.
Raise areas of concern and contribute experience and expertise to Children and Young
People’s Board discussions to achieve good, workable solutions that are based on an
assessment of need and are likely to receive widespread support.
Speak with authority on behalf of their organisation/interest group at Children and Young
People’s Board meetings and exert influence on behalf of the Children and Young People’s
Board within their organisation/interest group.
Display consistency and honesty in achieving consensus through debate.
Respect the views of other members.
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-

-

8.

Respectfully challenge the opinions or actions of other members or contributors where this
will lead to an improvement for the city and support other members in the process of
change.
Always consider the contribution their organisation or sector can make to achieving the
Children and Young People’s Board aims and objectives.

Declaration of Interest

A board member must regard themselves as having an interest in any matter if a decision upon it
might be regarded as affecting the financial position of the board member, a relative or a friend, or
of the organisation the board member has an association with, either as an employee, volunteer or
manager. Such interests will be declared and noted at the commencement of the item to be
discussed or when the interest becomes apparent. The Chair may ask the board menber to withdraw
from the meeting room whilst the matter is being considered at the meeting.

9.

Decision-making

The Board has no formal decision-making power for the use of public resources. However, City
Partners including Bristol City Council and the City Office may take recommendations from the
Board, with the Board playing a key role, amongst other partners, in influencing strategic decision
making in the city around housing and communities. In the event of recommendations being made
these will be captured in the actions notes for the board and made available on the One City
website. Any recommendations to the council should be included within any decision-making
documents (e.g., as an appendix to a Cabinet Report).
Wherever possible, any Children and Young People’s Board decisions regarding their work
programme, recommendations, or operations, should be made by consensus as reached through
open debate and discussion. In circumstances where a formal vote is necessary, a majority decision
and a quorum will be required. In the event of a tie, the chair of that meeting will hold a casting
vote.

10.

Accountability of the Board to One City

The board sits within the wider One City Structure, which includes the City Office, the One City
Partners Group and the One City Governance Board.
The One City Governance Board (to be established) will oversee the work of the City Office which
includes delivery of the One City Plan and One City Strategies. Reports against the progress of the
One City Goals will therefore be made by the Boards (through the Support Officers and City Office)
on a regular basis to the Governing Board.
The Governance Board will also act as an escalation point for the City Office. Should there be issues
of delivery or Governance or operational or strategic issues with the boards, these may be escalated
to the Governance Board for advice and guidance.
At the annual One City Plan Refresh City Gathering, the Board will provide an update on their work
programme for the year and their delivery against the goals as well as presenting their annual
revisions to the One City Plan.
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The One City Partners Group may share arising matters with the board as feels appropriate and,
similarly, arising issues that would benefit escalation to this group from the board will be shared via
the City office.
The Board’s annual work programme will be shared across the wider One City structure and wider
partners (e.g., Equalities Forums) which will be supported to participate in Task and Finish groups
that will act as the prime delivery forum for the Goals and Strategies.

11.

Performance Management

Annually, the Children and Young People’s Board will review progress against its work programme
and relevant metrics. These will be developed in consultation with board members, BSOs, City Office
and TandF Groups. The work programme will be publicly available on the One City website and will
feed into the annual One City progress report.
The board will also report its progress to the One City Governance board, as set out above.
All goals put forward by the Boards for the One City Plan must include metrics for measuring success
which will then form part of the annual report of the City Office.

12.

Financial Arrangements

There is no official budget or funding for the Board and City Office is not a funding mechanism. Task
and Finish Groups may be eligible for funding through grant applications, partner contributions or
funding bids to deliver agreed projects.

13.

Internal and External Audit Arrangements

Any activity linked to BCC can be audited. Public authorities are required to disclose information that
they hold upon request, subject to the provisions of the relevant legislation (Freedom of Information
Act 2000 ‘FOIA’ /Environmental Information Regulations 2004 ‘EIR’), which permit certain types of
information to be withheld.
The Council has decided to adopt the approach that the Children and Young People’s Board is
subject to FOIA/EIR. It is thought probable that the Information Commissioner’s Office (‘ICO’) would
reach this view, if ever required to decide, but that it would be sensible to adopt this position from
the outset for purposes of both transparency and uniformity. It is proposed that the Council will coordinate responses to requests. Requests may well come to the Council in the first instance anyway,
but if you do receive a request, please send it to complaints.feedback@bristol.gov.uk.

14.

Complaint's procedure

All complaints will be dealt with in the first instance by the City Office in partnership with the Board
Chairs and will follow the same procedures as Bristol City Council currently follows.
If the compliant is about the City Office, this will be routed through the Council’s complaints process
as the host for the City Office.
In the event the complaint is about one of the Board Chairs this will be overseen by the other cochair and the City Office. If about both Co-Chairs this will follow the council's complaints procedures
as it would relate to a council official (Cabinet Member).
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It should be noted, however, that the council has no jurisdiction over board members, who are
volunteers from other organisations, and therefore issues with non-council members would be dealt
with informally unless they warrant engagement with the member’s organisation due to the severity
of the matter.

15.

Conflict Resolution

Conflict resolution is to be managed by the Board Co-chairs and supported by the City Office.

16.

Information Sharing

The Board must comply with any legislative requirements to safeguard the privacy and
confidentiality of all personal information with e.g., the Data Protection Act 1998 and the Freedom
of Information Act 2000.

16.1

Member responsibility for sensitive data.

Where appropriate members of the public will be able to attend board meetings in an observer
capacity. Observers are expected to follow the same code of conduct as board members but will not
be able to participate in board discussions. Requests should be directed to the City Office Team at
city.office@bristol.gov.uk and will be considered on a case-to-case basis based on the content to be
discussed.
The Board will regularly publish brief minutes and action notes from its meetings. At times the Board
may flag items as confidential, and these will remain so unless and until agreed otherwise. Members
will take all reasonable steps to maintain the confidentiality of any information of a personal nature,
or of any information relating to the financial or business affairs of other persons or that which is
commercially sensitive, which comes into their possession or knowledge, arising out of their
membership of any the work of the Children and Young People’s Board and/or related bodies.

17.

Equality and Diversity

The Board will recognise and encourage the valuable and enriching contribution that people from all
backgrounds and experiences bring to the city and will strive to make membership of the board
reflective of the city. All individuals should be treated on the basis of merit and without prejudice.
The board, therefore, aims to actively promote equality of opportunity and freedom from
discrimination on grounds of age, cultural background, class, disability, ethnicity, gender, sexual
orientation, gender reassignment, faith, part-time worker, language, union activity, and an
individual’s health status.
We will strive vigorously to remove conditions which place board members at a disadvantage and
will actively challenge bigotry and discrimination. We encourage Chief Executives and senior leaders
to consider the ways in which they can support the board’s equality and diversity aims and enable a
broad range of voices by offering their place to their deputies, particularly those with protected
characteristics, and by delegating decision making powers to these individuals in such cases.

18.

Communications and Engagement

The City Office will oversee communication to engage citizens and partners in priorities agreed by
the Board. Board members are encouraged to disseminate communications and encourage
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engagement within their areas of influence and through their organisational communications
channels.
Any requests from the media for either information or comment should be directed to the cochairing Councillor. Board members are free to comment themselves upon board matters should
they so wish; however, it should be made clear that they are commenting in their personal capacity,
should they choose to do so.

19.

Review

The Board will keep the purpose of its work, priorities for action, and governance structure under
regular review. Terms of Reference will be reviewed and agreed every 18 months.

20.

Access to information about the Board

The Children and Young People’s Board work programme, together with the list of members and
agendas for all meetings will be available at Bristol One City on the Children and Young People’s
Board theme webpage. An easy read summary of the discussion, key recommendations and / or
conclusions will also be provided after each meeting.
Strategies and any other supporting documents will also be available on the website.

Adopted April 2022

Annex 1
Board Support Officer (BSO) Role
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• Purpose of the role: To lead OC Boards with co-chairs, support OC Boards and TandF Groups to
plan and deliver successful OCP goals and ensure delivery of board’s work programme.
• Key role outcomes/accountabilities:
-

Support the One City Board chairs and members to ensure that the strategic objectives are
met and that the One City Approach is promoted.
To draft, manage, and implement work programmes with co-chair oversight to satisfy
obligations and targets in accordance with the One City agreed objectives.
To promote, plan, and help deliver One City Plan goals and One City Boards’ work
programmes, this could include the One City Strategies.
Take ownership and lead the on the creation of Task and Finish Groups, when appropriate,
to ensure the delivery of the OCP goals and board work programme.
Lead, organise, and motivate board chairs, board members and others to meet and deliver
board objectives, and maintain a supportive management culture throughout.
Oversee the board’s administrative function.
To provide relevant expertise and advice to board chairs and members, other OC boards,
teams within the Council, and to external partners.
Adhere to and maintain, a robust work programme, project management approaches, and
produce regular accurate reports.
Identify issues and escalate, as appropriate, to the City Office. Suggest appropriate solutions
to deal with delays in delivery and performance of OC Boards and Task and Finish Groups.
Escalate high risk performance concerns to the One City Governance Board and Head of City
Office.
Lead and organise the timeline refresh process for the One City Plan in collaboration with
the City Office.
Communicate and promote the work of the OC Boards with the City Office and monitor the
ongoing delivery of the board’s goals.
Adopt the One City Approach in all the work that they do and become an ambassador.
Promote good equalities practice and value diversity across the One City Board and Task and
Finish Groups. Ensure Task and Finish Groups are diverse and represent the communities
BCC serves.

Annex 2
Admin offer of City Office - City Office Dos and Don’ts
The City Office - Do:
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Send diary appointments for One City Boards and Agenda setting meetings.
Book rooms /set up Zooms for One City Boards meeting.
Minute-taking for OC Board meetings and distribution (1.7 minutes per week) minutes to be
singed off by email two weeks after the meeting/ chairs have the final signoff.
Maintain One City Boards members database.
Distribute board meeting agenda and papers.
Direct queries to BSO from board members.
City Office portfolio holders will attend the board meetings to assist with networking and
ensure the information flows across One City networks.
Distribute regular newsletters including updates from all OC Boards for One City
Stakeholders.
Support the production of the internal OC Board update email in partnership with BSO
Support the organisation of thematic board events in partnership with the BSO.
Support the organisation and management of cross-cutting events and engagement
activities including emergency requests
Lead the One City Plan Refresh process and coordinate the One City plan publication.
Maintain an up-to-date stakeholder contact database, and support the production of regular
communications with stakeholders, as well as responding to enquiries from stakeholders
and members of the public.
Maintain One City website and social media channels.
Contribute to innovation across the OC Boards, stakeholder engagement and maximize
opportunities and cross-board collaboration.
Secure funding for Governance and identify funding and collaboration opportunities.

The City Office - Don’ts:
•
•
•

Attend Agenda setting meetings.
Provide admin support to the Task and Finish Groups meetings – this includes sending diary
appointments, booking rooms or sharing papers.
Provide refreshments, design services or printed documents for meetings.

14

